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‘TURQUOISE 


MAKES A TRUE PRINT 


SO OPAQUE and densely uniform is every 
TURQUOISE line that you can now make 
perfect black prints or blue prints direct 
from your pencil tracings. 

The 17 degrees of lead, made from 17 — 
basic formulas of graphite and clay, are so 
accurately and uniformly spaced that you. 
get exactly the line you want from every 
pencil every time. In ‘‘Chemi-Sealed”’ 
TURQUOISE, the patented super bonding 
process: seals the lubricating waxes in the 
lead for unchanging smoothness, and welds 
lead and wood into a solid unit that gives 
the maximum resistance to point breakage. 
And the point wears down so slowly that, 
even in extremely long lines, there is no 
noticeable variation in the width, blackness 
and reproduction quality from one end to the 
other. Delicate details of a TURQUOISE 
drawing are sharply defined on the print by 
either method of reproduction. 

For visible proof, checked by a test in 
your own office, take advantage of our free 


DRAUGHTSMEN’S (SUPER BONDED) 


LEAD HOLDERS 2 
You can obtain TURQUOISE 
grading, smoothness and repro- 
duction quality in the new 


TURQUOISE DRAWING 
LEADS .. . five inches long, DRAWING PENCILS 


in one diameter to fit all stand- 
ard holders. Grades: 2B to 6H. EAGLE PENCIL COMPANY, 703 EAST 13TH STREET, NEW YORK 


* REG. U. S. PAT. OFF. 
Indicate on your reply the type and grade samples desired. Use QUICKMAIL 


SEND FOR FREE tarenci’e tao. in oredes COUPON v= 


__ EAGLE “Chemi-Sealed” TURQUOISE S= @320 2 
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FOR PERFORMANCE 


Just Like COLUMBIA 
RIBBONS AND CARBONS 


The “Delbrasil”, one of three new ships of the Missis- 
sippi Shipping Company’s Delta Line, plying between New 

Orleans and South American ports, is a beautiful example 
of streamlining for the ocean. 


Columbia Ribbons and Carbons are also “streamlined” 
—streamlined for the office—for better results in the high : 

speed tempo, and the exacting requirements of modern } 

business. Faster, neater work, long life and economy dis- 
tinguish every type and grade of Columbia products—each geared 
for its own particular job. 


With business now on the up-swing, you will definitely appreciate the 
speed, economy and clarity of Columbia Ribbons and Carbons. Many 
of America’s leading firms specify Columbia for countless special uses 
as well as for regular requirements. 


Our research laboratory and our comprehensive grouping of all types 
and grades of ribbons and carbons is at your disposal. Why not check 
up now on your ribbon and carbon requirements and performance. Use 
QUICKMAIL COUPON No. 2—no obligation—or call the Columbia 
Office nearest you. 


COLUMBIA RIBBON & CARBON MANUFACTURING co., INC. 
Main Office and Factory: Glen Cove, L. L., N. Y. 


New York Sales and Export: 58-64 West 40th St., Kansas City, Mo., Dwight Bldg. 


Factories: London, England; Sydney, Australia 


COLUMB 


TYPEWRITER RIBBONS & CARBON PAPERS” 
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2. Imperial, richest of all 


matched Pen and Pencil Sets, men’s 
and women’s, encased in a Pres- 
entation Box of utterly new beauty 
—a setting they richly deserve. 
Some styles laminated Pearl with 
14 K Gold mountings; others (as 
illustrated), with Gold-Filled mono- 
grammed caps, or 14 K Gold caps; 
still others, all-over 14 K Gold, en- 
gine turned, and chased, forming 
two-tone patterns of yellow gold 
over rose gold. Prices: $17.75, 
$19.75, $27.50, $30, $32.50, 


$37.50, $70, $80, and $150. 


+ 


Taka 


< 


BY Parker 


To make a swell Christmas Gift 
for your Customers and Employes 


We believe that the best way to wish “A Merry Christmas” is 
to spend your money to give your friends Pens and Sets so 
ATTRACTIVELY DesiGNep, so GorGEOUSLY PacKAGeD, and so HEAvILYy 
Apvertisep that they would far rather have them than shirts, 
neckties, handkerchiefs, cosmetics, cigars, ete. 

Just compare the Parker Girts and Girt Boxes with Any others 
in the pen business—compare them CLOSELY—compare the work- 
manship, design, and finish—Set for Set and Price for Price. 

Do you see the difference? Sure! And so will your friends. 

Not even jewels are more exquisitely packaged—no more richly 
finished than Parker Pens and Pencils. 


That’s why, this Christmas, they are featured as 


The Jewels of Pendom 
Guaranteed for Life by Parker’s @ Blue Diamond 


Yes, this will be a Parker Christmas—latest national pen polls 
prove that. 

Write us for brand-new 4-color catalog and prices while there is 
yet time. The Parker Pen Co., Dept. GD-11, Janesville, Wis. 


Parker 


2®-VA CUNLA TIC += 


Pens marked with the Blue Diamond are guaranteed for the life of the owner against everything except loss or intentional 
damage, subject only to a charge of 35¢ for postage, insurance, and handling, provided complete pen is returned for service. 


PARKER VACUMATIC PENS ARE SOLD BY THE MAKER DIRECT TO THE AUTHORIZED RETAIL TRADE EXCLUSIVELY 


To answer the above ad use QUICKMAIL COUPON No. 9 
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NE of the most economical 
() ways to repair anything from 
toy airplanes to office desks . . . use 
DUCO Household Cement. 

It’s strong and tough! . . . holds 
with a bulldog grip broken tables, 
desks, drawers, bookcases, filing cab- 
inets, hatracks. Can be used on both 
wood and metal. Being flexible and 
transparent, DUCO Cement is ex- 
cellent for mending torn books and 
book bindings, lampshades, scrap- 
baskets, upholstery, loose linoleum, 
and the like. DUCO Cement holds 


permanently on practically every- 
thing except rubber. 


Don’t order just one tube... get 
a small carton! You will have an 
ever-ready fresh supply on hand for 
each individual job as it comes up. 
This is how DUCO Cement can spell 
real economy for you. It’s reason- 
ably priced, too . . . does each job— 
and does it well! Call your station- 
ery dealer or jobber. E. I. du Pont 
de Nemours & Co. (Inc.), Wilming- 
ton, Delaware. 


KEG. U. 5. Pat. OFF 


REG. U.S. PAT. OFF. 


CEMENT 


To answer the above ad use QUICKMAIL COUPON No. 27 
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ZEPHYR AMERICAN WINS 
“MODERN PLASTICS” 


ROLODEX 
First “touch control” memo case ever presented 
—completely encloses 230 3” x 5” sheets which 
emerge singly and unwrinkled at the touch of 
a roller. Black, Walnut, Burgundy and Ivory. 


? 
¢ 


AUTODEX 


America’s famous phone index. Set the arrow, 
push button, there’s your page. Black, Ivory, 
Walnut and EIGHT NEW COLORS (Blue, 
Bronze, Green, Silver, Egyptian Green, Bur- 
gundy, Red, White, Blue and Gunmetal). 


THERMODEX 


Instantly readable, always reliable thermometer 
in gleaming Bakelite streamlined base with fine 
quality, guaranteed, fountain pen to match. 
Black, Walnut or Ivory. 


SETS DeLUXE 


Deskmaster (illustrated) The Zephyr trio of prize 
winners specially gift boxed in a de luxe set in 
Black, Walnut, Ivory. 


Statesman contains Thermodex and Autodex with 
extra Autodex refill. Black, Walnut, Ivory. 


Envoy is Rolodex and Autodex with extra Autodex 
refill. Black, Walnut, Ivory. 


a Modern Pilastic’s 5th Annual 


Competition awards Zephyr 
—for DESIGNING (sculp- 
tured, flowing lines of lust- 
rous Bakelite) —for EFFI 
CIENCY (life-long wear; no 
surface finish to tarnish or 
wear off )—for USEFULNESS 
(to everyone through every 
day) —and LOW PRICES. 
Which altogether means win- 
ning business gifts—that will 
win a favored place on every 
desk—will win genuine ap- 
preciation because they are 
so individual and luxurious 
—will win good will through- 
out the year because their use 
becomes an essential habit in 
the daily life of every. recipi- 
ent. Names, messages, em- 
blems can be placed on the 
face. Write now, without ob- 
ligation, for catalogue, prices, 
details. Use QUICKMAIL 
COUPON No. 47. 


ZEPHYR AMERICAN CORPORATION 


31 WEST 47th STREET 
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Not only in the Rambow Room. . . 


you will find 


MLK and SABLE 


in many better offices 


mart supper clubs Silk and Sable is ultra swank. 
better business offices Silk and Sable is ultra good 
Fyse—and happily, far from ultra expensive. It in- 
ates that these companies have set a high stan- 
d for executive correspondence. To attain that 
gee of excellence the rule is that all letters must 
written with Old Town Pure Silk Typewriter Ribbon 
ll copies made with Old Town Sable, the aristo- 


t of carbons. 
Use QUICKMAJL 
COUPON no 


a 


1a Foun 


Ribbon & Carbon Co.,9nce. 


MANUFACTURERS 


750 PACIFIC STREET, BROOKLYN, N. Y. 
59 East Van Buren Street . . . Chicago 


\ ’ : 
a Af 
SELF RENEWING, 
i] 
"he 
y 


* Virginia Hayes, featured vocalist of Ben Cutler's Rainbow Room orc ° 
tra. And the coat is a $30,000 | J. Fox Sable. The silken lady in up 
left is Jane Frazee, currently appearing in the Republic picture “‘Mel 
and Moonlight.” 


* Dealers, Executives, Purchasing Agents — investigate Silk and Sal 
Go to town with Old Town! Secretaries—send for free booklet, “ 
Seeret of Beauti stters.’’ entains a world i 
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Alpha-Merical 


The Modern Way of 
Filing and Finding 


See baer, 


rie et ee 


ig Pe ES 


Simple — Efficient 
Economical 


Sold Only through Retail Stationers 


THE Wabash CABINET COMPANY 


FILING SUPPLIES EXCLUSIVELY, WABASH, INDIANA 


The Wabash Cabinet Co., Wabash, Ind. 


Firm 


Send us information about Indexing the Alpha-Merical way. 


Address 


Individual 


Pi 
— 


OUTSELLING ALL OTHERS 
by more than 2 to 1! 


. writes a Georgia dealer 


SPEED FASTENERS 


The Georgia Gentleman enclosed the above kind 
words with a batch of Swingline Guarantee Bonds. 
He was referring, of course, to his own city where 
he is in position to know. Swingline Speed Fas- 
teners are fast taking the sales lead everywhere— 
a fact substantiated by many letters from all over 
the world. It’s a pleasure to add this Georgia letter 
to our growing files of unsolicited testimonials. 


No. 4P, $4.50 No. 3P, $3.50 Pocket TOT, $1.50 
SPEED PRODUCTS CO. 
37-18 Northern Boulevard Long Island City, N. Y. 


To answer the above ad use QUICKMAIL COUPON No. 20 
November, 1940 
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When Antonio Stradivarius built a violin it had that deep, 


full-throated tone like nothing else on earth. 


When the imitators in Cremona (they had them there, too) 
built their violins they didn’t have what the Stradivarius 


had. Stradivarius became the violin name you could trust. 


Whether it’s a camera, an automobile, a watch, build to the standard people expect. He has to 


or a can of soup, almost everything we build in 
America bears a name. 


live up to his name. 


On the other side of the fence is the manufac- 


Honest products bear good, honest names. turer who is in business to “sell it for less.”” He 


a " , has no name to live up to. He has only price to 


cut down to. 
Shakespeare, some three hundred years ago, rec- 


: s He recognizes no obligation of service. 
ognized the value of Good Names. 8 8 


He feels no challenge of improvement. 
* * * 


We believe the people of this country deep 
Factories may burn, sales offices may move, per- 


sonnel may change, but the Good Name of a 
product goes on and on as long as it remains 
above reproach; as long as it stands for what 
somebody wants; and as long as its maker isn’t 
caught back on his heels. 


down in their hearts love, honor and prefer the 


Honest Names in American Business for the l 
quality they represent. They may experiment for 
a while, but sooner or later they come back to 
knock at the door they know—to ask for the 


product they can depend on. 


The maker of a quality product with an hon- When a salesman says, “J?’s just as good as some- 
est name has an honest responsibility. thing else’ —better have a look at that “something 


He has to stay where people can find him and 


else” before you put your money on the counter. 


‘ 


re 
M; 


November, 1940 


MIMEOGRAPH is the trade-mark 


The Mimeograph name is the treas- 
ured possession of this company, 
because it represents the pioneer and leader 
in the field of stencil duplication, now so 
essential to all forms of American business, 
schools, institutions, and government. 

Engineers, designers and specialized 
workmen constantly are thinking, invent- 
ing and perfecting improvements in prod- 
ucts so that the Mimeograph name will 
stand for more efficiency and service as 
the years roll by. 


of A. B. 


It is a generally accepted fact that 
Mimeograph duplicators last longer and 
that Mimeograph stencil sheets and inks 
turn out cleaner, more legible work at 
lower cost and in shorter time. 

How long has it been since the duplicat- 
ing problems in your business have been 
analyzed? We can help you. There are 
experts in every leading city ready to 
make a modern, no-cost, no-obligation 
survey of your needs. May we have that 
opportunity soon? 


meograph duplicator 


To answer the above ad use QUICKMAIL COUPON No. 3 


ick Company, Chicago, registere in the U.S. Patent Office 


© 1940, A. 8. DICK COMPANY 
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Purchase Super-Filer with both efficiency 
and economy in mind .-- because Supe® 
Filer provides more usable capacity, greater 


accessibility and better visibility- 


Without ao efficient filing department 
maximum results cannot be secured with 
other equipment. Every other activity of 
ffice 1S dependent upon the flow of 
every- 

pace: 

se of super-Filet a 

provement. Conserve the prac 

tical value of other files by utilizing them 


as transfer equipment. 
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THE NEW SIRFAMUINED 


Underwood Sond 


— ADDING-FIGURING MACHINE 


“a 


Underwood Sundstrand, always at the forefront in the adding- 
figuring machine field, invites you to try the new Portable 
Electric Model. Streamlined in appearance—streamlined in action. 
Designed to operate quieter, easier and faster. 


May we bring an Underwood Sundstrand Adding-Figuring 

Machine for your inspection and trial? Because of the ever- 

growing popularity of this machine in business today, a steadily 

growing list of schools is making Underwood Sundstrand in- em 
struction a part of the regular school training. Just telephone a eae ae cree 


THE WORK, NOT 
! > 
our nearest Branch Office! ON THE KEYBOARD 


Adding Machine Division . .. UNDERWOOD ELLIOTT FISHER COMPANY .. . Adding On the Underwood Sundstrand 
Machines ... Typewriters ... Accounting Machines, Carbon Paper, Ribbons and other Supplies there are only 10 numeral keys, 
One Park Avenue, New York, N. Y. Sales and Service Everywhere. scientifically arranged to make 

Underwood Elliott Fisher Speeds the World’s Business. touch figuring the natural method 

of operation. The result is increased 
Speed and greater figuring accuracy 


Copyright 1940, Underwood Elliott Fisher Company 


To answer the above ad use QUICKMAIL COUPON No. 1 
November, 1940 
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The votes are 
America’s Busine 
Acclaims the 


UNDER 


Because it offers more in exclusive features than any other 
remanufactured typewriter on the market to say nothing © 
the important savings to you. interesting 


brochure entitled— The Story ° 
Use Nees] 
COUPON No 


You'll profit by reading it. 
THE WHOLESALE TYPEWRITER COMPANY 
Only Authorized Rebuilder of the Underwood 
155 Sixth Avenue Cable: Saletype New York 


F or Pur h i 
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GET THE NEW 


(= =| He 
UCD DOME 


(J STAINLESS 
/ STEEL TIP 
EXTENDS 
-PROTECTS 


“Neroadlens Load 


There's nothing like this great new exclusive Dixon Rite-Rite pencil improvement. No 
pencil so sharp, none that does such neat, accurate work. . . . and with such ease. | 
The scientifically designed stainless steel tip puts the lead out where you can see it, 
yet protects lead from breakage. Here's a pencil that puts the lead against the 
straightedge for draftsmen, that jots figures in small squares for bookkeepers, that 
makes clearcut shorthand for stenographers. . . . that writes fine for everyone. It's 


Wemnad 
Va 


BOOKKEEPERS 
STENOGRAPHERS 


ank all 
xine RITE-RITE MFG. CO., ise: w. roux sr, CHICAGO 
Subsidiary of Joseph Dixon Crucible Co. 


AMERICA'S S/crjcce MECHANICAL PENCIL 


To answer the above ad use QUICKMAIL COUPON No. 7 
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G INCREASE YOUR OFFICE 
i EFFICIENCY WITH THESE 
USEFUL G/W ACCESSORIES 


A wide selection of dependable accessories all bearing the 
nationally-known name “Globe-Wernicke”’ is available to 
meet the many requirements of your office needs. 


HIGGINS 


AMERICAN DRAWING INKS 


nee Fie 


Since 1880 —the standard liquid drawing 


These economical handy “business helps” will speed up 
inks of the world for uniformity, true color, 


business routine. Your stationer who carries a stock of 


Sess 


G-W merchandise is ready to serve you now. 


Use QUICKMAIL 
COUPON nol 


“7 


EVERYDAY FILES 
Eleven styles . . . in- 
dexed alphabetic- 
ally, days of week, 
days of month, etc.; 
also metal tabs with 
removable inserts. 
Made in two sizes. 


“ACCESSO” 
WOOD DESK 
TRAYS 
Wide hand open- 
ings on all four sides 
and bottom make it 
easy to handle 
papers ... two sizes. 


BOX FILES 
Meet most every fil- 
ing requirement. 
Available in fifteen 
different sizes with 
many _— ofindex- 
ing... inexpensive. 


CLIP BOARDS 
Striped wood or 
Masonite board, 
will not warp. Clip 
has powerful spring 
for holding papers. 
Note, letter, cap 


and waybill sizes. 


ANGULAR 
CELLULOID 
TAB GUIDES 

Easy to see . . . no 
stooping or bending 
is required to read 
the indexing .. . in- 
serts are removable. 


AGATE CARD 
INDEX TRAYS 
Made in heavy bind- 
ers’ board... wood 
bottom...steel follow- 
er...3’'x5", 4x6", 
5"x8", 6”x9", and 


UTILITY and U-MAK-A INDEX TABS 


Choice of all celluloid or with cloth skirt 


oh 
aS oy 


& A 
Pac? i Cell 
cack eee 


STRIP TYPE 
Can be typed with any 
indexing desired and 
cut to any size. Fur- 
nished ~~ insert 


ls. 


\gioke 


Service 


INDEXED TYPE 
Ideal for indexing 
books and records in 
alphabetical order. In- 
dexing printed on cel- 

luloid—no inserts. 


Recommended for in- 
dexing books and 
records subject to con- 
stant handling. 

are removable. 


Slobe-Weenieke 


Cincinnati, Ohio 


MAKERS OF OVER 4000 ITEMS 


NEEDED IN OFFICES 


GEYER’S OFFICE EQUIPMENT DIGEST 


even flow and economy. 


For more than 60 years leading artists, architects, 
engineers, show-card writers, illustrators, drafts- 
men, educators and students have insisted on Hig- 


gins Inks. Check your supply now and order today. 


BLACKS 
AMERICAN INDIA INKS 
Waterproof Soluble 


COLORS 
ALL WATERPROOF 


Yellow - Orange - Red Orange (Vermilion) - Red - Carmine Red 


Red Violet - Violet (Purple) - Blue « Turquoise - Green « Leafgreen 
Brick Red + Russet - Brown + Indigo + White + Neutral Tint 


All colors mix freely with each other and with black. 
They are equally adaptable for use with brush, pen 
or airbrush. 


Carton and *% oz. bottle with exclusive 

non-rolling, easy-grip quill stopper. 

Standard retail price, 25c. Both blacks 
and all colors also available in 
the economical half-pint, pint 
and quart bottles. 


34 oz. bottle and 


carton 


Use QUICKMAIL 


COUPON no KEY 


Large size bottle 


NGG ib 


hh ho 
showing Higgins American Drawing a ; 
4 


Ask your dealer for a color card 


Inks applied on white drawing paper 
or write to: 


CHAS. M. HIGGINS & CO., INC. 
271 NINTH STREET, BROOKLYN, N. Y. 


November, 1940 


For Purchasing Agents, Controllers, Office Managers 
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© As BS. : oe 
"pd Fent Night" 
these SILENT 
—-A. ACTION 


KEYS! 


*Silent as night is your office with Remington 
Noiseless Typewriters. The day time clatter of 

hammerblow machines is gone. Only the swift, easy, | 
quiet acting Remingtons can be felt, but not heard! | 


SILENT ACTION Under such conditions, typists are more alert 
KEYS JUST throughout the day — their nerves at ease, their 
"KISS" muscles relaxed! And that will mean more volume 


THE PLATEN than ever before in the same period of time! 


The Silent Key Action of the Remington Noiseless 
Typewriter embodies the finest pressure printing 
principle. Keys quickly and uniformly print from 
the personalized touch of the operator with a minimum 
amount of effort. 


Have our nearest representative show you the quiet 
of Remington Noiseless No. 10 Typewriters in your 
classroom at no obligation. Mail the coupon below 
for prompt action. 


*Justified copy by Remington Right Margin Justifier! 


PRESSURE PRINTING 
for Absolute QUIET 


| 
! Remington Rand Inc. 4 
1 Typewriter Division, Dept. GD, 
| 465 Washington St.. 
| Buffalo, New York. 


Kindly send information on Remington 
Noiseless typewriters and tell about 
free demonstration. No obligation, 
of course. 


School a 


Address 


City State 


Mail above coupon or use QUICKMAIL COUPON No. 28 
November, 1940 15 
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Specify ACCO FASTENER BINDING 


Business Leaders MM "ror Loose Lear Catalog 


NEW York 
DIESE) INSTIVE Tow 


NEW Jensry 


With today’s rapid changes in prices and items, enterpris- 
ing business executives will be quick to appreciate the big printing and binding savings 
which smartly styled Acco Covers can conceivably save in ever-changing sales manuals, price lists 
and sales data. 


ACCO-bound 2-piece covers combine bound-book compression with loose leaf economy and convenience. 


Use QUICKMAIL COUPON No. 29 for sample and prices. 
ACCO PRODUCTS, INC., 39th Avenue & 24th Street, Long Island City, New 


‘SUCCESS DESK CALENDARS IN MODERN DESIGNS... 

“Dress Up” with these two attractive new desk calendars—styled for eye-appeal, made with practical 

features for year-‘round usefulness. Calendars are lithographed in red and black, show three months and 
large daily date . . . available in memorandum or appointment styles. 


DE LUXE WALNUT BAKELITE BASE (at left, above) SILVER-BLACK METAL BASE (at right, above) is die- 
pase in pliccra Magy ac by 67%" — apr _ are slotted stamped in two sections, joined together to form enclosed 
so sheets may Pp out complete after loosening top . Pagal , . “oor 
screws. Tightening screws pulls up bottom plate, which yon — legs sae oe oe sap 5” x8" and 
keeps writing surface always at the same level. Base in- 4"°x6%" sizes; special 64%" x10” base furnished for large 
cludes handy pencil tray. appointment calendar. 


The SUCCESS Line includes all types and sizes of Wall and Desk Calendors . . . 
Send QUICKMAIL COUPON No. 43 for complete catalog and price list. 


COLUMBIAN ART WORKS, Inc. 


1024-1036 WEST JUNEAU AVENUE, MILWAUKE -E, WIS. 


GEYER’S OFFICE EQUIPMENT DIGEST November, 1940 
For Purchasing Agents, Controllers, Office Managers 
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CEILING- HIGH PARTITION 


ae 


C.H:SOLID PARTITION 


a 


LOW RAILING 


PART I LOCATION: 


PART II LAYOUT: 


PART III BUDGETS: 


PART IV SUPERVISION: 


OFFICE LAYOUTS 


ditit Hl 7 FOOT 
PARTITION 


THE KENNETH H. RIPNEN COMPANY, INC. 


KENNETH H. RIPNEN COMPANY, INCORPORATED 


1} 


) 


7 Your Office Layout and Equipment can be 
efficient, modern and up-to-date, whether 

y' it is in the Big City or Rural Community. 
y) J 


) ¢/ 
£00, 


Can provide any one or all of the four following Office Layout 
Services. 


Aid in location studies of sites and buildings offered by real estate 
brokers, property owners, insurance companies, banks, etc. 


After a comprehensive study of your organization, flow of work 
and equipment, create for you a functional office layout. 


Prepare working drawings and specifications after approval of 
the detailed office layout to carry out the proposed scheme, sub- 
mitting detailed estimates of the costs of all work. 


After approval of the estimates, to let contracts and supervise all : 
work through to completion including Office Layout, Construction 
and equipment. 

Without obligation we will mail you our 

pamphlet entitled “Office Layouts,” or make a 


preliminary survey and report on any phase 
of our work. 


FACTORY LAYOUTS WAREHOUSE LAYOUTS 
342 Madison Avenue, New York 


New York 


November, 1940 
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QUICH MATL 
REPLY COUPONS 


TO ANSWER ADVERTISEMENTS 


new inquiry system which saves hours of time for readers in answering advertise- 


ments and securing information about merchandise. 


THE QUICKMAIL COUPON SYSTEM brings you these advantages:— 


Only 1 minute plus Ic to make an inquiry. 
Brings you the latest information. 
Identifies the source of your inquiry. 


BF WN > 


Gives you a pre-addressed, gummed mailing label ready for use. 


back and mail. 


% and mail in your 


chandise 


QUICKMAIL brings you the information or merchandise you desire 
with ease and speed. If you want any information not mentioned 
in this advertisement, just specify it on your inquiry. 


Use The Quichmail Coupons Opposite This Page 


GEYER’S OFFICE EQUIPMENT DIGEST obtained exclusive rights for the office 
equipment and stationery field to the Quickmail Coupon System—a patented 


SIMPLE TO USE: 


Stick the coupon on the stamp 
side of a postal card, write your 
firm name and address on the 


stick the coupon on your letter- 
head, sign your name and title, 


envelope and enclose your in- 
quiry or order for specific mer- 


The New . = v e or stick the coupon on your 


You may also 


own envelope; 


GEYER’S OFFICE EQUIPMENT DIGEST 
For Purchasing Agents, Controllers, Office Managers 


November, 1940 
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1501 W. Polk 
Chicago, Ill. 
Eagle Pencil Co. 


703 East 13th St. 
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1122 Second St. 
Elkhart, Ind. 
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Speed Products Co. 
37-18 Northern Blvd. 
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Rockwell-Barnes Co. 
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750 Pacific St. 
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OBSOLESCENCE 
No office of today looks like this, but many a modern-looking 
tice hides in it an obsolescence of vital equipment which 
keeps that office far below its peak of efficiency. 
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C dited for PURCHASING AGENTS, CONTROLLERS & OFFICE MANAGERS 


Our Responsibility 


HE office is the brain and nerve center of American 

industry, without which industry cannot function, much 

less get itself into shape to meet the new conditions 
brought about by the national defense program. And let’s 
make no mistake about it—before this program will have 
been completed it will affect every branch of industry, either 
by making direct or indirect demands on its products or by 
restricting or diverting its supplies of raw material or labor. 
% The offices of the country, from which will be fought 
this battle for increased production or for normal pro- 
duction under constantly increasing difficulties, must clearly 
be kept at the peak of efficiency if this challenge is to be 
met successfully, and this means necessarily at the peak of 
efficiency in the matter of supplies and equipment. 
% This is no time for tolerance of makeshifts, of the 
obsolete—no time for “making things do” until some in- 
definite future date. Those who plan for the office, those 
who buy for the office have here a responsibility transcend- 
ing any which faced them in normal days. 


% Planning and purchasing in this present emergency 
involves desks, chairs, filing cabinets, typewriters, adding, 
calculating, duplicating, and other office machines, and sta- 
tionery and supplies just as much as it involves factory 
machinery, tools and materials. Insistance on that is a 
duty each of us owes not only to the various lines of in- 
dustry in which we function but to our country itself. 

% Survey of the stationery and office equipment field 
indicates that manufacturers of products for the office are 
alert to the responsibility which they too have in the matter, 
and are ready for the fullest co-operation. 


Published monthly by 
ANDREW GEYER, INC. 
260 FIFTH AVENUE, NEW YORK, N. Y. 


M. A. Geyer. President: James E. Neary, First Vice-President: 
Donald McAllister, Second Vice-President; T. V. Murphy, Editor 
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THE CITY OFWNI 


By John A. Gri 


HE municipal government of New York, the great 
metropolis of the Western World, ever surging 
upward and onward, is also one of the greatest 
business organizations on the globe. Like all enter- 
prises dealing with human needs, the ebb and flow of 
supplies and materials is one of the key indicators of 
its strength and stability. In the Department of Pur- 
chase of the City of New York in the towering Munci- 
pal Building, one may note the reflex of extensive and 
intensive activity in procurement of supplies for the 
working of a great organization, for the welfare of 
the multiple sections of city affairs. 

New York City has been purchasing materials and 
supplies for its use for more than 300 years, but the 
first important effort to centralize the purchase of sup- 
plies was made in 1909 by the New York Charter Com- 
mission. In 1913 Comptroller Prendergast submitted 
the report of a Committee on Standardization to the 
Board of Estimate and Apportionment. In 1932, Act- 
ing Mayor McKee appointed a Committee on Purchase 
to report upon the methods of purchase, inspection, and 
storage within the city. The consultant to this com- 
mittee was Dr. Russell Forbes, professor of govern- 
ment at New York University, whose report was sub- 
mitted to Mayor McKee. At the special session of the 
State Legislature called in 1933 to enact the so-called 
“bankers’ agreement” for the financial salvaging of 
the city, a law was passed setting up a new Depart- 
ment of Purchase which was directed to maintain a 
city-wide stores system, a salvage system, and a board 
of standardization. Between Election Day, 1933, and 
the inauguration of Mayor LaGuardia, the new Mayor 
asked Dr. Forbes to become Commissioner of the new 
Department of Purchase. Dr. Forbes accepted, nam- 
ing as his First Deputy Commissioner, W. Richmond 
Smith, who had prepared the report of Comptroller 
Prendergast twenty years previously. 

Seven eventful years have passed since the Depart- 
ment of Purchase was set up, and the city goes on its 
way with increased strength. Today the Department 
of Purchase employs about 700 people. The Depart- 
ment is divided into five bureaus: 

1. The Bureau of Administration, handling all per- 
sonnel details, filing, typing, and requisition control. 

2. The Bureau of Purchase, made up of the Buyers’ 
Division; the Editing Division, handling incoming 
requisitions to determine whether the supplies are 
available on existing contracts or must be transmitted 


LEFT: Two of the many forms used in New York City’s purchasing— 
Purchase Order and Memorandum of Change. 
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FINEW YORK 


A. Grif fi n 


to the buyers for new purchases; the Catalogue 
Library; and the Contract Division. 


3. The Bureau of Standardization, including 
the Central Testing Laboratory and the Speci- 
fication Division. 

4. The Bureau of Accounting, with almost 
150 employees to deal with the multiple phases 
of the financial records. 


5. The Bureau of Stores, covering the main- 
tenance and operation of thirty-seven store- 
houses throughout the city—just one half of 
the seventy-four departmental storehouses 
which were taken over for operation in 1934- 
1935. The other half were consolidated or 
eliminated. 


The Department of Purchase buys a wide 
variety of goods through fifteen expert buyers 
whose function it is to see that the city receives 
the best at the most reasonable price. These 
buyers are in charge of the following units: 
Food, Furniture & Household Equipment, Drug 
& Chemical, Fuel, Printing, Motor Vehicles & ee ee : 
Heavy Machinery, Stationery, Building & Con- sunny Uebaldaek Calhdins ths teahiaamone ten aig toteatie 
struction, Medical & Surgical Supplies & Sun- 
dries, Electrical Material & Equipment, Medi- 
cal, Surgical & X-Ray Equipment, Hardware & Tools, Equipment Rental & Service, Textiles & Clothing, 
Brooms & Brushes, and Metals & Castings. 


The requisitions handled by the department average about 800 per week. For the 18 months’ period 
ending June 30, 1940, 64,067 requisitions were received, 63,094 open market orders issued, 15,072 con- 
tract orders issued, and 3,004 contracts executed. For the same period the expenditures were: open mar- 
ket orders, $17,450.609.49, and contracts, $30,563,274.69. Total purchases from budgetary funds for the 
LaGuardia administration from 1934 through June 30, 1940 were $161,786,239.02. 


The focal point of purchasing operations is found in the Bureau of Purchase, which divides into these 
main working units or Bureau divisions: Buyers, Tabulating, Contract, Analysis, Editing and Library. 


By means of what are known as “contract cards” and through an “open market requisition due 
date chart” the flow of work is controlled. All awards on contracts recommended by the individual 
buyer are approved by the Director and then forwarded to the Commissioner for final approval. The 
library and the corps of buyers and their clerical assistants carry out the entire work of converting pur- 
chase requisitions into orders or contracts. The library with its 10,000 catalogues—none over three 
years old—and its large stock of trade journals and technical publications is continuously in service. 

If a requisition is received by the buyer covering an “open market” purchase, the requisition is first 
“edited” by the use of catalogues from the library division or by the application of a definite standard or 
tentative specification. The mailing list is then added, consisting of about a dozen names of suppliers. 
Forms of bids are then prepared and mailed to the prospective vendors by the mailing division. As a 
rule vendors ' re given seven days in which to submit offers and their bids are checked and sent to the 
buyer for award. After award all papers are sent to the Typing Division where the orders are written. 


By Ewing Galloway, N. Y 
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After this the order is carefully checked, encum- 
bered for funds, signed by the secretary to the 
Department, and mailed out. 

In the case of a contract requisition, the item 
is “edited” in the same manner as the open mar- 
ket order, except that applicable contract clauses 
are added. After the requisition has been “edited” 
it is placed in an envelope which is in reality a 
contract record containing endorsements’ of 
pertinent information supplied by the various di- 
visions that have to do with the contract’s progress 
through the Department. This envelope is then 
submitted to the Director of Purchase for review. 

After review the document is forwarded to the 
Contract Division, which makes up what is known 
as the “schedule of quantities and prices,” really 
the basis of the proposal. The proposal is for- 
warded to the Law Department for approval as 
to form, and for this purpose the proposal car- 
ries copies of the specifications and standard form 
of contract. After approval by the Law Depart- 
ment, the proposal is advertised for ten days in 
the municipality’s official publication, the City 
Record, an exception being made in the case of 
perishable foods and medical supplies, which re- 
quire but three days’ advertising. 

At the same time notices that such and such a 
proposal covering specific commodities will be 


A BIG CONSUMER! 


Tue City of New York is one of the world’s 
greatest consumers of stationery and office equip- 
ment. 

Just as an indication of the volume of supplies and 
equipment used annually in the var.ous municipal 
offices consider these figures selected at random 
from the record of materials made use of during 
one year in these offices: 32,360-1/2 dozen black 
lead pencils, No. 2 grade; 9,669-7/12 dozen black 
lead pencils, No. 3 grade; 1,310 dozen stenographer’s 
pencils; 8,772 dozen indelible pencils; 3,042 dozen 
blue pencils; 791 dozen drawing pencils; 3,000-1/2 
dozen rubber erasers; 181,858 dozen boxes of gem 
clips, 100-count; 6,711 quarts of blue-black writing 
ink; 2,213 quarts of red ink; 1,163-3/4 ounce 
bottles of drawing ink; 604-2/3 gross pen points; 
2,301 dozen pen holders; 37 adding machines @ 
$4,878.55; 29 accounting machines @ $44,278; 34 
calculating machines @ $11,549; 16 duplicating 
machines @ $5,392; $23,938.71 worth of addressing 
machines and accessories; and $25,605.62 worth 
of dictating machines and supplies. 
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opened on a definite future date are sent out to 
the vendors on the buyers’ list. A fee of 12 cents 
is charged for copies of the proposals when they 
are mailed; they are available for free inspection 
at the office. 

After the advertisement has appeared for the 
requisite number of days in the City Record the 
bids are opened at the time and place set forth 
in the proposal in the presence of a representative 
of the Commissioner of Purchase, the Comptrol- 
ler; and the vendors. The Purchase representa- 
tive opens the bids and calls out the total of the 
amount bid upon and the amount of the deposit. 

The buyers carefully examine the bids for com- 
pliance with the specifications and set forth their 
findings on an “informality sheet” making defi- 
nite recommendations regarding the award. This 
“informality sheet” is signed by the buyer, and, 
in case of substitutes, offered as “equal” to the 
bid standard, by a representative of the Comp- 
troller’s office. The entire file is then sent to the 
Director of Purchase, who examines the recom- 
mendations, and, if they are found correct, signs 
the “informality sheet.”” The papers then go to 
the Commissioner for signature and final ap- 
proval. The “informality sheet” and all accom- 
panying papers are sent to the Analysis Division, 
where the schedules are prepared showing the 
actual quantity and amount awarded to each suc- 
cessful bidder. From this point the schedules are 
sent to the Contract Division, where they are set 
up on “contract register” cards showing the steps 
the contract will take from the time it reaches 
that Division until the day of its final execution. 
Advices of awards are sent to the Accounting Di- 
vision for fund ear-marking. Upon the return 
of the awards to the Contract Division with proper 
certification that sufficient funds are on hand, 
three copies of the “advice of award” on each 
contract awarded are forwarded to the office of 
the Comptroller together with the bid of the suc- 
cessful bidder, the tabulation sheet, and and “in- 
formality record” for registration. The advices 
of awards indicate the code number to which the 
funds are to be charged and the amount of money 
chargeable. Thereupon the Comptroller is noti- 
fied to release the security deposits of unsuccessful 
bidders. 

Three copies of each contract are prepared and 
a notice of award of contract is mailed to the con- 
tractor enclosing a copy of the price schedule and 
advising him to call at the Department of Pur- 
chase for the three contract copies for signature. 
The contractor is given a total of five days to call 
for and return the contracts properly signed and 
sworn to. When the contracts have been properly 
signed and returned to the department, the con- 
tract number, received meanwhile from the Comp- 
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troller, is inserted in the three copies of the contract. 
After examination for proper signatures and correct 
notarization they are sent to the Comptroller’s office 
where that officer signs all three copies. One copy is 
retained by the Comptroller, one is returned to the 
Department of Purchase, and the third copy is sent to 
the contractor. The security deposit of the successful 
bidder is released by the Comptroller when the contract 
is executed by the bidder. The approved copy of the 
contract in the Purchase Department is sent to the 
Vouchering Division. 


In “open market” purchases, the mailing list of ven- 
dors is limited, whereas in the case of contract buying 
the list embraces every name on the department’s mail- 
ing list for the particular commodity, often running 
up to 300 and 400 names. Records show that 90 per 
cent of all “open market” orders clear through the 
Purchasing Department within thirty calendar days. 
This time schedule is impossible of course in the case 
of contract orders, which take anywhere from 17 to 
30 days for progression of the contract itself before 
the order can be issued. 


Purchases are generally made by authority of the 
Charter, Board of Estimate, Administrative Code, and 
opinions of the Corporation Counsel. Telephone bids 
are not encouraged and only secured as a last resort 
where a genuine emergency exists. Under the charter 
all bids amounting to $10 or less may be secured on the 
basis of one bid. The purchase of patented and pro- 
prietary articles is permitted, with approval of the 
Board of Estimate; also second hand material, with 
the approval of the Comptroller. Foreign items may 
be purchased, but there is a Board of Estimate resolu- 
tion allowing a differential of 25 per cent in favor of 
the domestic article. It is the custom of the Depart- 
ment of Purchase to notify the Requisitioning Depart- 
ment if the low bidder is offering a foreign article. Tie 
bids are decided by the Commissioner and the pref- 
erence given to concerns whose plants are in the City 
of New York or, next, within the State of New York. 
Some articles require the approval of the Budget Di- 
rector. This policy applies to the purchases of type- 
writers for the reason that the Department operates a 
typewriter repair plant and an endeavor is made to use 
repaired typewriters as far as possible. There is also 
a furniture repair shop operated by the Department 
of Public Works and city departments are urged to use 
repaired furniture wherever possible instead of pur- 
chasing new furniture. 

The Department of Purchase acts as a service agency 
to other city departments, and in the Department, the 
Bureau of Administration acts as the coordinating 
agency for the other bureaus. In the Administration 
Bureau there are a number of sections which perform 
(Turn to Page 42) 


RIGHT: Stock Issue Requisition and Shipping Instructions—two more 
forms used by Department of Purchase, City of New York. 
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LEFT: 


COPY HOLDER. This Visacopy copy holder, manufactured by 
Visacopy Corp., 440 Market St., San Francisco, is adjustable to 
individual vision correction or requirement. Three models are avail. 
able. The secretarial and legal model is 10 inches wide; the bill. 
ing model 13 inches wide; while accounting and statistical modek 
may be had in 16, 20, and 25-inch widths. Features include a line 
guide which operates downward, instant adjustability to 1, 23 
spacing. 


ABOVE: 


MESSAGE TRANSCRIBER: A new TelAutograph telescriber, 
for instantaneously transmitting written messages over wires has 
just been announced by TelAutograph Corp., 16 W. 61st St., New 
York. This new instrument is capable of transmitting writing, 
sketches, or figures in facsimile to a number of stations simultan- 
eously, or to any one or more stations selectively—within one 
building or between buildings miles apart. Streamlined and com- 
pact, it measures 12% by 183%4 by 105 inches high, operates on 
alternating current, can be plugged into convenient power outlets. 
All models have a black crackle finish. Two new features increase 
its speed of operation: the complete writing field is automatically 
cleared of each message by a touch of a starter switch, and an 
electric paper take-up replaces the manual winder previously used. 


OFFICE 
EQUIPMENT 


Born in the experimental shops of the office management division of 
The Studebaker Corp., a new desk, developed along straight-line auto- 
mobile production methods, was demonstrated October 25th at the meet- 
ing of the office management division of the American Management Asso- 
ciation in the Hotel Roosevelt, New York. W. E. Tarr, Studebaker general 
manager, and C. |. Center, office service manager, who directed the 
research which led to the development of the Convertible, demonstrated 
the desk. 

The Convertible is developed from a single base, and through the use of 
different-sized tops and the typewriter platform, 11 different types of 
desks can be converted one into the other. Left and right hand installa- 
tion of typewriter platforms is possible and drawer space is designed to 
permit the use either of six single drawers, two single drawers and two 
double file drawers, or four single drawers and one double file drawer— 
all transferable from one side to the other in upper or lower positions. 

Stow-Davis Furniture Co., Grand Rapids, Mich., has co-operated in ti 
production of the desk, which is of steel and wood construction with 
rounded solid walnut posts in all corners, and resting on two sled-ruaner 
bases with dust panels under the pedestals. Top to bottom are pictured: 
clerical top on standard base with typewriter shelf installed in left; inter- 
changeable typewriter shelf to be installed in drawer opening, right or left; 
junior executive top on standard base; and executive top on $s 
base, and same top on table base. 
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to its welfare as its systems, methods, procedures, 

and personnel, and the sooner management recog- 
nizes this fact the sooner it will gain the full benefit 
of a well-planned office layout—increased profit 
through more efficient production of work and utiliza- 
tion of space. 


Corporations will spend from $25,000 to $75,000 
building and equipping their offices, yet the number of 
such offices into whose creation goes the requisite ex- 
pert, specialized knowledge is still relatively few. 
Naturally, if executives do not know there are recog- 
nized procedures and standards for creating office lay- 
outs, they cannot make use of them, but today through 
the press, the meetings and bulletins of management 
associations, and in other ways the principles govern- 
ing this work are being widely publicized, and there is 
little excuse for failure to utilize the results of knowl- 
edge and experience in creating layouts which speed 
up the work of the corporation and save excess rent 
by making the best possible use of space. 

I shall describe here a procedure for creating office 
layouts which has proven successful in my work. I 
shall describe it by outlining the steps involved in lay- 
ing out the five floors in Rockefeller Plaza, New York, 
to which the American Cyanamid Co. moved its offices 
from twenty-four floors it had occupied in the Ruppert 
Building, that city. 


Te. office layout of an organization is as important 


Step No. 1—Equipment and Machine Survey: 


That physical requirements of machines, equipment, 
and shelving might be thoroughly checked and ac- 
counted for, a survey was carried out showing in plan 
all existing equipment in the twenty-four floors of the 
original building, indicating essential information 
such as names of departments, activities, individuals’ 
names, types of machines, telephones, inter-communi- 
cating systems, buzzer systems, mechanical require- 
ments, telegraph call boxes, etc. 


Step No. 2—Flow of Work: 

Through conference and study of methods and pro- 
cedures, the flow of work and the relationship of de- 
partments, individuals, and equipment were revealed. 
Step No. 3—Schematic Layouts: 

Having gained an understanding of the flow of work 
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PLANS, PLANS, PLANS! 


Whatever be the sort of 
business carried on by an 
organization, office efficien- 
cy depends fundamentally 
on planning and layout. All 
over the country a maximum 
of office efficiency is being 
attained through the build- 
ing or the remodeling of of- 
fice quarters to give the 
best possible 
use of office 
and equip- 
ment. 
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ABOVE: TEMPLATE LAYOUT FOR ONE FLOOR OF AMERICAN CYANAMID CO. OFFICES, ROCK- 
EFELLER PLAZA, NEW YORK. The template layout consists of an outline plan of the office space, 
on a scale of 1/4 inch to 1 foot, to which can be tacked cardboard reproductions of equipment and 
machinery. The template layout aids tremendously in working out with the department heads the 
various possibilities of equipment arrangement. 


and the physical requirements needed to carry out the work, several line drawing layouts were cre- 
ated, showing the various possibilities for the proper utilization of the five floors of the new premises. In- 
ter-department relationships were clearly shown, for executive, sales, accounting, legal, research, and 
engineering departments and subsidiaries. 

Step No. 4—Detailed Layouts: 

After executive approval of one of the suggested schematic layouts, the next step was to detail the 
equipment and machine locations. In conference with various individual department heads over the de- 
tailed layouts, each departmental area equipment plan was solved, guiding the equipment arrange- 
ments as they related to other departments in the entire scheme. 

It is at this step that the template layout board proves most helpful. The template layout consists 
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BELOW (ON PAGES 30 AND 31): TEMPLATE LAYOUTS OF TWO MORE FLOORS OF AMERICAN 
CYANAMID CO. OFFICES. Various color templates are used, such as yellow, indicating present equip- 
ment; green, indicating new equipment; and blue, indicating location provided for future expansion. 
On templates, partitions are indicated by strips of paper cut to scale, bearing the symbol of the type 
of partition shown. 


of an outline plan on paper or cloth of the proposed space, done on the scale of 1/4 inch to 1 foot, mounted 
on a composition board to which can be tacked cardboard reproductions of equipment and machinery, 
in the same scale and prepared from information gained in the original survey. 


Using the template board in the conferences with the various department heads provides a simple 
method for considering the various possibilities of equipment arrangement speedily. When the equip- 
ment and machines are properly located, the templates are tacked down in place (map tacks serve this 
purpose). Various colored templates are used, such as yellow, indicating present equipment; green, 
indicating new equipment; blue, indicating locations provided for future expansion. Partitions are in- 
dicated by strips of paper cut to scale, bearing the symbol of the type of partition shown. The template 


(Turn to Page 50) 
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AIDS TO OFFICE 


LEFT: 


BOOKCASES. A new line of smartly styled sectional book- 
cases of modern design has been announced by Globe-Wernicke 
Co., Cincinnati. Bookcases offer new and unusual features, such as 
recessed base, sliding plate glass or wood doors, extended top that 
permits the case to set against the room base without showing 
gap between edge of top and wall. At right is the Monticello book- 
case. Receding type doors are dust-proof, non-binding and noise- 
less, are equipped with bronze lift handles. Base section has 
tapered wood legs. Inside of case is painted a matching color. 
The Washington bookcase at left has sliding plate glass doors 
with ground finger grips, may also be had with wood sliding doors 
having flush bronze pulls. 


BELOW: 


SEAT CUSHIONS. Royal Cushion Co., Inc., 40 Purchase St., Bos- 
ton, is making a line of 2-inch thick featherweight chair cushions rt 
of the box type, with rope cord edges along the top and bottom. ' 
Each cushion is filled with Kapok to give resilience. The entire 
surface is flat, with no tufting. Cushions come in green, maroon, 
brown, and in three sizes—14¥% by 16, 18 by 17, and 18% by 20 
inches. 


ABOVE: FLOOR PROTECTORS, SOUND SILENCERS. Here are the new 
interblocking corner pads and strips from Siph-O Products Corp., 60 
India St., Boston. The file in the illustration shows how the corner pads 
interlock with straight lengths to give a one-piece appearance. Dotted 
lines show how straight strips interlock and are cut to fit files in connected 
batteries of any length or formation. Strips, which are made in five foot 
lengths, together with the corner pads, keep dust and dirt from under 
the installation, save the appliance base from mop marks, act as sound 
silencers to absorb the clatter and vibration noises of adding machines, 
other devices. The firm also makes various sizes and shapes of Vac-U- 
Cups to fit desks and appliances. 


BELOW: VERTICAL FILING SYSTEM. New principle in filing is incorporated in 
Pendaflex, an ever-vertical filing method from Oxford Filing Supply Co., 340 Morgan 
Ave., Brooklyn, N. Y. Folders and guides are suspended, and all tabs are on the 
same level, speeding reference. Since no follower block is needed, space is saved, 
and motions of moving the follower are eliminated. Working space in Pendaflex 
is in the form of a “U.” A folder, when released, drops in place by gravity. Slant 
cellulose acetate tabs used are easily movable in position, and this, plus the use of 
colored celluloid windows, makes any system arrangement or color scheme possible. 
In most Pendaflex systems no guides are necessary. Folders will hold over 1/2 
inches of papers, are suitable for catalogs and sample files as well as for correspon- 
dence. Any letter or legal size cabinet drawer is easily converted for Pendaflex use 
by the installation of an inexpensive steel frame after the remover of the follower 
block. A Pendaflex desk data outfit, consisting of a steel tray, complete with 25 
Pendaflex folders and 100 headings is also available. 


ABOVE: 


TRANSPARENT MENDING FILM. Vanishing Patch is a trans- 
parent film which can be laid over a torn page dry and be ironed 
onto the sheet with a miniature electric flat iron, called the Patch 
Welder, thermostatically controlled to keep the heat correct. 
Only 110 volt alternating current should be used since any other 
current will ruin it. Vanishing Patch may be used to repair torn 
blue prints, draw:ngs, book pages, tracings, etc., comes in strip 
form measuring | by 11 inches, packed 250 in a box, and separated 
by tissue sheets so that each strip is fresh, ready for use. It 
comes also in large size, 11 by 152 inch sheets. The patch is 
not sticky or tacky under normal conditions, does not dry out, 
deteriorate, discolor, or wrinkle or buckle the sheet to which it 
has been applied. The firm claims that blue prints made from 
tracings which have been mended with Vanishing Patch will 
show no sign of a patch. Sections mended with Vanishing Patch 
are said to become more readable than the rest of the page. 
From Seal, Inc., Shelton, Conn. 
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ABOVE: 


ADJUSTABLE OFFICE CHAIR. New lines have been incorpo- 
rated in the latest designs in modern aluminum chairs for the 
business office from General Fireproofing Co., Youngstown, Ohio. 
The chairs are completely adjustable to the physical requirements 
of the individual worker and their welded aluminum construction 
gives assurance of rugged strength and long wear. Cushioning of 
foam rubber, a further assurance of comfort, is covered with ven- 
tilated Cavalon in all wanted colors. Illustrated is the firm’s 
GoodForm adjustable chair for management executives. 


ABOVE: 


CARRIERS FOR OFFICE USE. Folding types of carriers, which 
can be utilized for quickly and efficiently conveying records, files, etc. 
from place to place, are being introduced by Folding Carrier Co., 1238 
W. Main St., Oklahoma City, Okla. and 220 Fifth Ave., New York. All 
models are finished in olive green enamel. At right is a basket carrier, 
made of steel, welded throughout. It has 3-inch rubber-tired wheels, self 
lubricating and oilless. It may be folded flat and stored when not in use. 
The basket is 14 by 20 by 812 inches deep. At left is an all-purpose hand 
truck, with swinging top rack and removable shelf. It has a capacity of 
500 pounds, is of arc welded and riveted steel construction. Measuring 
13 by 30 inches in size, it meets the problem of narrow aisles and 
limited space ideally. The 3-inch swivel casters and 4-inch stationary 
wheels are removable for cleaning, replacing. Not pictured is a carry-all 
glider, similar to the basket carrier model, and used for mail deliveries, 
office machine conveyance, filing requisitions, etc. This model, too, may 
be folded, stored away. 


r) LEFT: 


GEM CLIP. Sufrins, Inc., 826 Fifth Ave., Pittsburgh, Pa., has 
this new gem-type clip, made of heavy gauge wire. Said to have 
more spring and life, the new clips are packed in durable cartons. 


RIGHT: 


SCREW-HOLDING DRIVER. Recently 
placed on the market by H. J. J. Co., 1946 
Franklin St., Oakland, Calif., was a screw 
holding driver of a new construction. It 
is easy to use for inserting and removing 
screws from inaccessible locations, and 
particularly adaptable to office equipment 
of various kinds. The heat-treated steel 
expanding bits are engaged firmly within 
the screw slot by simple pushing engage- 
men with a light pressure. After use, bits 
are restored by pushing the release rod ex- 
tending beyond the knurled handle. Two 
sizes in varying lengths are now available. 


secon 


ABOVE: 


TRUCKING, TRAFFIC CALCULATOR. Systems, Inc., 53 W. 
Jackson Blvd., Chicago, has announced a handy calculator for 
trucking firms and traffic departments of mercantile and industrial 
concerns. Anyone can use it without training or practice in simple 
billing and checking extensions, pro-rating charges, revisions, and 
payroll. All computations are set up in final form as dollars and 
cents, avoiding the confusion of a wandering decimal point. Wher- 
ever a fraction shows up, it is added into the total if the fraction 
is one-half or more. Fractions under one-half are disregarded, in LEFT: 
the accepted commercial practice. Any sum, from 1 pound to 
80,000 pounds multiplied by any rate from 5 cents to $2.50 per 
hundred pounds is available at sight. The calculator sells for $17.50. 


> 


FLUORESCENT FIXTURE. Van Dyke Industries, 2857 S. Hal- 
sted St., Chicago, make this new replacement fluorescent fixture 
which can be installed in two minutes by anyone by simply remov- 
ing the glass globe and bulb of the old fixture. It is manufac- 
tured to take either 2, 3 or 4, 24 inch, 20-watt fluorescent 
tubes. Finished in polished and brushed chromium with white 
synthetic reflecting surface, it is supplied with either a 4 or 6-inch 
fitter, is suitable for use in stores, offices, residences. This unit 
is one of many types of fixtures and lamps being made by this 
manufacturer. Prices range from $12.50 upward. 


November, 1940 GEYER’S OFFICE EQUIPMENT DIGEST 33 


For Purchasing Agents, Controllers, Office Managers 


ee ee ee - SO oe - a eres Toa eee es ae 
>. me . be aa a ll ie ee ei eee 
HERICTENG ; ‘ se, al 4 
— se. ig a 
¥ ~~ wa 3 c -- a 4 i 
1 al | a} om . cA ‘ 
! . & * a , 4 
= ~ — Na. 
: ty OS ; wer 
~—s ¢ é ‘i M4 
\’ } ei i} . . 4 “ ee e -— M : ide 2 a - 
ie : . eae we = : e 
| _ = 
3 : cy ets 
= ’ sek hoe al, A ; Ea 
p = iam : 
rg . SS : a 
Fa 2, ¥ ¥ ~ ; ce 
es 
: | r? 
| 
Re Zoey E: 
7 , . | 
‘ . 
; 
; 
j a a 
) ee : 
eee : 
—— ef —— ll ES el eae) 2. ee a 


RIGHT: 


DICTATING MACHINE CABINET. A new Dictaphone Cameo 
cabinet, designed for those who prefer to use the new Cameo 
models off the desk, has been announced by The Dictaphone Corp., 
420 Lexington Ave., New York. Outstanding feature of the 
cabinet is the automatic positioning. As the cover is opened and 
slides into position, the Dictaphone is automatically brought forward 
into dictating position. As the cover is closed, this same automatic 
action returns the machine to its original position. Closing the 
cabinet automatically shuts off the electric current. A convenient- 
ly located front-panel gives access to a correspondence compart- 
ment. Correspondence folders suspended in back of this compart- 
ment at arm level provide an easily-accessible receptacle for fold- 
ers, correspondence or other related material. Removal of one 
folder automatically positions another one to receive the corres- 
pondence for the next cylinder. A hinged front compartment swings 
forward to provide complete accessibility to eight cylinders which 
are presented within easy reach at a convenient angle. Cylinder 
cartons are held in place by rubber friction grips so that removing 
a cylinder is a one-hand operation. The compartment can be 
easily adjusted to accommodate legal correspondence or extra 
large files. The new model may be used in conjunction with either 
the firm’s dictating or transcribing machines. 


YEW in the 
OFFICE MACHINE FIELD 


LEFT: 


TABULATING MACHINE. A completely new line of tabulating 
machines, recently announced by Remington Rand, Inc., Buffalo. N. Y., 
offers to punched card equipment users an alphabetical tabulator which 
prints on one line 100 characters, either numerical or alphabetical, at the 
rate of 100 such lines a minute. The machine is equipped with the 
usual tabulator capacities for adding and direct subtracting, but prints 
true net grand totals in the same columns with totals and grand totals. 
Included in the Model 3 line also is an alphabetical punch which not only 
has a ten-key numerical keyboard but a typewriter style alphabetical 
keyboard. No punching is performed at the time the keys are de- 
pressed, but rather the information is set up and the columns of the 
entire card are punched simultaneously. In the new line also is an alpha- 
betical card interpreter, purpose of which is to sense the punching in 
tabulating cards and to print on the face of the card the information 
that is perforated on it. 


RIGHT: 


ADDING-FIGURING MACHINE. An entirely new adding-figuring machine, 
the Underwood Sundstrand portable electric duplex quiet model, has been 
announced by Underwood Elliott Fisher Co.. 1 Park Ave., New York. Two 
registers give group totals and grand totals simultaneously. Each register 
may function independently, and both registers have direct subtraction and 
credit balance features. Motorized keys for subtraction, addition, non 
addition, subtotaling, and totaling give the model the operating ease and 
speed of the single register Sundstrand models. When figures are entered 
on the 10-key keyboard, each item recorded enters two registers auto- 
matically and at the same time. The “A” register provides group totals 
without disturbing the accumulated amount in the “B” register. When the 
grand total is wanted, a touch of the lever prints this accurately, in- 
stantaneously without the necessity of checking, relisting. Amounts may be 
subtracted as well as added in either or both registers. If the amounts 
subtracted exceed those added, the credit balance feature gives a direct 
answer in which the difference is automatically printed and identified 
as a credit. The new Duplex also multiplies and divides. Products and 
ag age of each problem are calculated in one register, accumulated 
in the other. 
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IT’S NOT TOO LATE FOR 


XMAS, 1940 


GIVE LITHOGRAPHED | 


4 


Customer Gifts of Lasting 


It’s a waste of money—and bad policy as well— 
to give customers a token that’s soon worn out 
and discarded. | A | | ] Y 
Give the new, permanently sharp Sheaffer’s Fine- 


line! It reflects your firm’s standing, it is used 


gratefully every hour of the day—constantly, it At A Very 


reminds the user of your firm—it LASTS—and 


it’s NOT COSTLY. Reasonable ] 


Inquire! See samples! Dollar-for-dollar, it’s the 


J 
most for your money! See your dealer or write Price 
direct—it’s not too late for Xmas! 


SHEAFFER'S 


W. A. Sheaffer Pen Company, Fort Madison, lowa 
“Pen Capital of America” 


TO ANSWER THIS AD 


Use QUICKMAIL 
COUPON wok 
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RIGHT: 

SOUND REPRODUCTION: Filmgraph is a device for recording and 
reproducing sound on film electro-mechanically. Model ADB, shown, is 
automatic in operation, el!minates all manual operations found in previous 
models. Housed in a 19 by 12 inch walnut case, with removable front and 
back cover, it has a speaker on the back cover. Provision for monitor, 
earphones, public address, etc., is also incorporated. Control recording, 
playback, neutral and re-wnd levers are on the front of the machine. 
An illuminated and calibrated dial indicates the number of the track 
on which the recording or playback is made, permitting indexing of 
each reel of film. Forty sound tracks may be recorded across the film 
width. This model accommodates 500 feet of film, and, depending on 
the speed, the length of the recording on each sound track is from 15 
to 45 minutes. Total capacity of one reel of film is therefore from 10 
to 23-1/3 hours. Reels can be mailed, easily stored, and present no 
dangerous fire hazard. The machine is suitable for office dictation and 
transcription, for recording conferences, telephone conversations (both 
incoming and outgoing) sales talks, recorded messages from traveling 
representatives to headquarters. From Miles Reproducer Co. Inc., 812 
Broadway, New York. 


ABOVE: 

COMPLETE ADJUSTABILITY is featured in this No. X111-3 
chair from The Sikes Co., Inc., 20 Churchill St., Buffalo, N. Y. 
The Fixed-Floating seat makes for full and natural support in 
either an upright working position or in a relaxed position. Pro- 
tection for the chair base is assured by the use of plastic scuft 
plates built into the base. To assure maximum comfort, the seat 
has a 5-inch cushion of porous foam latex, and the back and arms 
also employ this material. 


“OFFICE EQUIPMENT * 


BELOW: 

DESK MAT. Pictured is the FF Rufbak, a full front desk mat 
from L. M. Bickett Co., Watertown, Wis. In the center of the 
straight side there is a 12 by 20-inch extension to fit under the 
desk for the feet to rest on. Four holes can be punched in the 
straight side of the mat to accommodate the desk legs, so that 
there will be no shifting of the mat. If dimensions and complete 
information are furnished with order, holes for desk legs will be 
punched without charge. Otherwise, mats are shipped without 
holes. Mats may be had in solid colors of black, maroon, brown, 
green, dark green, either 1/4 or 3/16ths of an inch thick, for 
52, 54, 60, 66, and 72-inch desks. Marbleized desk mats can be 
furnished in the same size and thicknesses as listed for solid colors 
at a small additional cost. 


5 ie Pp 


RIGHT: 

TELEPHONE DEVICE. Silentfone, an ingenious device made of 
molded plastics and designed to snap over the mouthpiece of an 
ordinary handset telephone making conversation inaudible to others 
in the room won for the Telephone Devices Co., 10 E. 43rd St., 
New York, a top award in the business and office equipment group 
of the fifth Annual Modern Plastics Competition sponsored by 
Modern Plastics magazine. The unit is completely molded of 
plastics except for the acoustical sound absorption material within 
the exhaust chamber. An adjustable translucent ivory colored 
Plastacele mouthpiece fulcrums within the hemispherical section, 
permits the device to telescope when the telephone is placed on 
the cradle. In this idle position, the Silentfone clears the desk, 
offers no hindrance to a routine operation of the telephone. Light 
in weight, the device attaches to the telephone in an instant, 
becomes an integral part of the instrument, affords phone-booth 
privacy to the executive who must discuss confidential matter over 
the telephone while others are seated at his desk. 


GEYER’S OFFICE EQUIPMENT DIGEST 
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Topay there’s a material that can “fight 
hack”... a hard, grainless, wood-fiber 
board that can stand all the wear and 
tear that office furniture must take — 
and like. That board is Masonite 
Tempered Presdwood. 

Many office furniture manufacturers 
are switching to Tempered Presdwood 
because it does offer tremendous dura- 
bility, is light in weight, low in cost 
and easy to fabricate. 


J. F. FRIEDEL COMPANY 
of Syracuse, New York, is one of these man- 
ufacturers. They use Tempered Presdwood 
for tops, panels and drawers in their new 
line of desks and wardrobes. And look at 
the claims they can make! 
©@ They’re light-weight and portable .. . 
can be taken apart and _ reassembled. 
They’re moisture-proof ... no warping 
or cracking. No clothes-catching slivers 
or rough spots. No charring from care- 
lessly dropped cigarettes or cigars. No 
marring from hard pencils or sharp 
instruments. Perfect rigidity . .. no 
wabbling. Harder than wood. 


THESE are the advantages you get with fur- 
niture and other articles made of Masonite 
Tempered Presdwood. 

. . . 
If you are not familiar with Masonite Tem- 
pered Presdwood, the coupon will bring 
you a FREE sample. 


THE WONDER 


November, 1940 


W000 


Mail above Coupon or use QUICKMAIL COUPON No. 23 


Who says white-collar 
workers are ‘Softies’? 


ZA 


If you think, just because a man works 
in an office, that he's not as rough and 
ready as a truck driver, look at his desk! 
Chances are it's as “battle-scarred" as 
an old-time prize-fighter. 


The light-weight, easily portable Friedel Computing 
Machine Desk. Top, panels and drawers are made of 
tough, non-warping Masonite Tempered Presdwood. 


© Masonite Corporation maintains a staff of competent engineers who will be 
glad to consult with you on your manufacturing problems. 
service is FREE for the asking. 


This advisory 


COPYRIGHT 1940. MASONITE CORPORATION 
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Masonite 


| 

| 

| 
TEMPERED | 
PRESDWOOD | 
| 

| 

| 

l 

l 
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MASONITE CORPORATION 
Dept. GO-11 
111 W. Washington St. 
Chicago, Ill. 


Please send me a 
FREE sample and 
more information 
about Masonite Tem- 
pered Presdwood. 


MASONITE 


C8. © 5 maT, Ore. 


SOLD BY LUMBER DEALERS EVERYWHERE 
Name __ 


Address __ 


a 


OF A THOUSAND USES 
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% Few offices have to cope with the forms problem 
which faces American railroads. Here if anywhere stand- 
ardization and rigid control are essential. As an indica- 
tion of what are current trends in railroad circles 
regarding the handling of forms, “Geyer’s-Digest” prints 
herewith one of the most significant sections of the 
report of the 1940 stationery and printing committee of 
the Association of American Railroads’ purchases and 
stores division at the Association’s recent convention. 
Standardization Committee 

There should be a stationery standardization commit- 
tee on every railroad, composed of men with sufficient 
knowledge of railroad matters to determine the need 
of all forms of stationery and stationery forms required, 
and invested with authority to act and render final 
decision on all matters. With such a committee con- 
siderable economy can be effected by the railroads. 

The duties of this committee should be: 

(a) Censor, review and suggest revision of existing 

forms to bring them up-to-date. 

(b) Recommend discontinuance of forms and miscel- 

laneous items that can be dispensed with. 

(c) Study proposed forms to avoid duplication of 

statistics and unnecessary work. 

The aim of this committee should be the adoption 
of efficient standardized practices which will permit of 
using common standard materials and supplies, result- 
ing in reduced purchase costs due to quantity produc- 
tion, and a reduction in money expended for wages, ac- 
count of uniform methods. 

There will also be a reduction in stationery costs by 
reducing the weight, size and grade of papers, elimina- 
tion of colored stocks, expensive ruling jobs, etc. 

For a committee to determine the necessity for 
forms and write-up specifications, it is absolutely neces- 
sary that the author of the form furnish committee 
with considerable information. Information that a 
committee will need should be outlined in a question- 
naire as follows: 

1. Quantity of old form in stock. Disposition (scrap 

or use-up). 

2. Quantity of form recommended to be ordered. 

Estimated average monthly requirements. 

3. At whose request is form proposed, or old form 

revised? 


HOW RAILROADS TACKLE THE FORMS PROBLEM 


4. Will form be permanent or temporary? Issued 
(daily, weekly or monthly). 

5. Will the form, in your opinion, serve a purpose 
which warrants the expense of compilation and 

subsequent handling? 

6. If form takes the place of an existing form, give 
reference to existing form. 

7. What is the purpose of the form and wkat will the 
information be used for? Explain fully. 

8. In whose office will form be compiled? 

9. To whom will original be forwarded? 

10. To whom will copies be forwarded? 

11. How many of each sheet are used in making one 
report? 

12. Is the information on the form shown in whole 
or in part on other form? If so: 

(a) Give reference to such forms. 
(b) Name of department compiling. 
(c) To whom sent. 
13. Specifications for paper and ink: 
(a) Quality of paper. 
(b) Size of form. 
(c) Weight of paper. 
(d) Ink, color and kind. 

14. Is the title now appearing on form clearly de- 
scriptive ? 

15. Do column headings clearly and briefly describe 
the information to be shown. 

16. Have you reviewed the form to see whether all 
columns are required? (If all columns are not 
required, size of form can be reduced—columns 
widened for more convenient spacing.) 

17. Will the form be written on the typewriter, or 
with pencil or ink? If on the typewriter do the 
columns fit the typewriter spacing? 

18. For what period of time is it necessary to keep 
this record aceording to I. C. C. Rules? 

19. For what period of time is it necessary to keep 
this record for railroad requirements? 

20. Remarks. 

While the above questionnaire is worded to take care 
of new forms it can be reworded to apply to forms now 
in use and if the plan of reviewing all existing forms 
is carried out periodically it will result in considerable 
savings in expenditure. 


GF ISSUES BUSINESS EQUIPMENT FOLDER 

The dual job of selling the product and creating 
a new conception of its manufacturing set-up has been 
accomplished in a new accordion-fold folder from Gen- 
eral Fireproofing Co., Youngstown, Ohio. Panels in the 
folder show the variety of the business equipment items 
in the firm’s line. The folder was prepared by Baker & 
Baker & Associates, Inc., advertising counselors to the 
firm, which reports that a great deal of praise has 
already been received on the new folder. 


RELIABLE ADDS TO MACHINE LINE 

Reliable Typewriter & Adding Machine Corp., 
303 W. Monroe St., Chicago, which firm is well known 
for its activity in the office machine field, has added 
cash registers to its line. The new activity will be 
confined to the wholesale and export market. 
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INDUSTRY WINNERS IN PLASTICS COMPETITION 

In a recently-concluded competition, sponsored 
by Modern Plastics magazine, a number of manufac- 
turers in the business and office equipment industry re- 
ceived awards. Top awards went to Telephone Devices 
Co., New York, for a Silentfone device to snap over the 
telephone mouthpiece; and to Speed-O-Print Corp., 
Chicago, for its Speed-O-Scope stencil tracing device. 
Honorable mentions were awarded to United Auto- 
graphic Register Co., Chicago, for the Uarco portable 
sales register; W. A. Sheaffer Pen Co., Fort Madison, 
Iowa, for a pen desk set with opalescent base; and to 
Zephyr-American Corp., New York, for three items: 
Rolodex desk unit for dispensing memo paper, Thermo- 
dex, a thermometer-penholder-paper weight combina- 
tion; Autodex telephone index. 


November, 1940 
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HIGHLIGHTS 


* Published for and in Behalf of The Harter Corporation * 


HARTER “PRESIDENTS” HIT NEW 
HIGH IN MODERN CHAIR DESIGN 


For Top 
Executives 


@ The Harter Presidents: New steel 
chairs designed specifically for busi- 
ness leaders. 


They embody everything one could 
expect of chairs built for top execu- 
tives—luxurious comfort, smart styl- 
ing, enduring strength. In every re- 
spect, from rugged frames, deep foam 
rubber cushioning, to rich colorful 
mohair upholstery, the Presidents re- 
flect character and quality. Indeed 
these are the most beautiful and 
most comfortable steel chairs Harter 
has ever produced. 


Write today for brochure, “Present- 
ing the Presidents’’: The Harter Cor- 
poration, Sturgis, Michigan. 


HARTER 


Harter Chairs In 
Big Atlanta Bank 
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The Trust Company of Georgia is equipped 
with [larter Steel Chairs, as is demonstrated 
in the illustration on the right. This view was 
taken in the Atlanta quarters of the Trust 
Company, one of the largest banks in the South 
after it had been completely modernized by 
Ivan Allen Marshall Co., well known office 
equipment dealers in Atlanta. The equipment 
is seal gray finished with white metal trim. 


The Harter branch office in New York 
City is located at 354 Fourth Ave. 
The address of the Chicago Branch 
m= is 14 East Jackson Blvd. 


New standards of comfort, strength 
and efficiency identify the Presidents, 
finest chairs ever produced by Harter. 
Beautiful in appearance, smart in de- 
sign—but more than that, really com- 
fortable! These new chairs are deep- 
seated, engineered for proper weight 
distribution and back support. Luxur- 
ous, with deep, porous foam rubber 
cushioning, 414 inches thick. Easy- 
swinging, with a special low fulcrum 
iron which tilts the seat on a low axis. 
Colorful, with durable upholstery of 
fine Velmo Mohair Velvet—as mod- 
ern as today. Welded steel construc- 
tion, sturdy, permanently secure— 
and yet as solidly comfortable as 
living room easy chairs! 


Advertisements like the one at the 
left are telling readers of Time, 
Newsweek, Nation’s Business and 
other general magazines about this 
brilliant achievement in modern chair 
design. But see it for yourself, today, 
at Harter dealers! 


The new Harter Steel Chair 
Catalog —the finest we 
have ever produced — is 
now ready. If you have not 
already received a copy, 
write today. We will be 
glad to send one to your 
business address. 


New Development 
In Good Seating 


Business leaders have long been convinced 
that chairs for modern offices should be smart 
in design, really comfortable, and rugged 
enough to withstand daily usage. Now though 
they are also stressing the need for good seat- 
ing as an aid to better working efficiency. 


The new Harter Adjustable Steel Chairs— 
the Comfit Line—exactly meet these qualifi- 
cations. They appeal to all office workers who 
want fine chairs designed for efficient and 
comfortable support. 

These new Harter Chairs are easy to adjust 
—no need for extra service. Indeed all con- 
trols are simple and positive and quickly 
made. 


MODERNIZE— 
HARTERIZE! 


THE HARTER CORPORATION 
STURGIS, MICHIGAN 


To answer the above ad use QUICKMAIL COUPON No. 8 
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ADDING MACHINE ROLL 


: VAN DYKE 


FLUORESCENT “LINE 


FOR 
YOUR DESK 


It’s the lamp you've 
been waiting for. Solid 
walnut base, solid 
bronze pen rest and 
appointments. Ideal 
for the office desk, 
student, color-mateh 
ing, the home and 
wherever a wealth of 
glareless, artificial 
daylight is important. 
Model No. 900. 


st DESK LAMPS 
LESS 
$ 22 at TUBE 
Genuine hand-rubbed solid walnut base with solid bronze pen rests and 
ppoi Exquisitely finished in PLATED STATUARY bronze. Has 
4 | nationally advertised electric clock and instant 1 type switeh 
ae and ballast. Uses 15 watt standard tube. For A. C. current only. 
re ANYWHERE t 
: ON THE WALL . 
ie 
2 si 
- $ ni 
50 n 
NO WASTE IN STARTING THE ROLL 8 LESS TUBE : 
: This patented feature makes starting a new roll ee ant nn, sak and tees aie . 
* easy eee and eliminates —— all waste. permits rowing the light in any direction—9' of approved rubber 
Full measure in SPOTSE LD ROLLS and you Uses standard 15 watt tube. Extension 8 inches; shade 18” long. G 
can use all of every roll. : fo 
Ns W . f For Literature P 
R Immediately 
Fe PAPER SPECIALISTS FOR THE STATIONER 
if: ROCKWELL-BARNES CoO. VAN DYKE INDUSTRIES 
z 1525 West 38th Street Chicago 
: 2857 S. HALSTED ST. CHICAGO 
is To answer the above ad use QUICKMAIL COUPON No. 18 To answer the above ad use QUICKMAIL COUPON No. 36 
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‘y \ % No. 900 
: ad Less TUBE 
- — . of uders every. THE ULTIMATE IN FLUORESCENT 


_ eee 
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NEW 


POLAROID™ 


STUDY LAMP 


For the first time—completely glare-free 
POLAROID light—in a smart low-cost desk 
and work-table lamp. 


Provides clear, strong light over working 
area, supplementing room illumination. 
Uses same glare-removing material used in 
POLAROID DAY GLASSES. Ideal for desk 
workers forced to concentrate for long hours 
—and for all who do close work on charts, 
figures, graphs and careful reading. Avoids 
eye-strain! Assists accuracy! 


Smart new design, finished in walnut and 
copper with parchment-type shade. Place 


your order promptly. @® TM. Ree. U. S. Pat. on. 


EXECUTIVE MODEL ‘ 


$Q75 


Styled by Walter Dorwin Teague. Wal- 
nut or ebony bakelite with satin alumi- 
num pillar. Nearly doubles visibility. 


Get the facts NOW. Ask your dealer 
for complete information or write to 
PoLARoID Corp., Cambridge, Mass. 


Use QUICKMAIL 


COUPON no 


November, 1940 


| PROSPECTS KEEP sid 


THESE Cacéopoint- 
BUSINESS GIFTS! 


THANK HIM FOR 
THE AUTOPOINT 


BUSINESS GIFTS MAKE SALES 
COME EASIER 


@ Thousands of firms have found 
a way to “keep the Christmas 
spirit”” in customer relations all 
year! They give Autopoint busi- 
ness gifts that stay on prospects’ 
desks, to do a year ’round, day-in, 
day-out job of reminding and sell- 
ing. Your messages, imprinted on 
Autopoint business gifts, become 
permanent “advertising pieces.”’ 
Executives — Write for Business 
Gift Catalog, prices and Free book 
of ‘37 Sales Plans.’’ Write today! 


No. 52GS—DeLuxe Autopoint Pencil. 
Gold filled trim, inlaid crown on cap 
and tip. Made of BAKELITE molding 
material. Famous Grip-Tite Tip—lea 
can't wobble, twist, fall out. Available 
for standard or Real Thin Lead. 


BAKELITE CORPORATION 


nt 


No. A-O—Gift Set 
— Deluxe oversize 
Autopoint pencil 
and black Auto- 
point two-bladed 
pen knife. Pencil 
available for stand- 
ard or Real Thin 
Lead. 


No. 169—Novel 
white essence of 
earl circular knife. 
Aight, compact — 
yet sturdy. Ring 
for pocket or watch 
chain. Nail file and 
cutting blade are of 
high carbon steel. 


. 


fetal Rail geen oer 


No. 155— Autopoint 
Memo Case—F lick of 
the fingers removes a 
memo sheet 
from beauti- 
ful case made 
of CE - 
LITE mold- 
ing material. 


230 
6" 


or walnut. 


THE B BETTER PENCIL 


REG. TRADE MARK 


AUTOPOINT COMPANY 


1824 W. Foster Ave., Chicago, Ill. 


To answer the above ad use QUICKMAIL COUPON No. 21 
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When must / see the Smith 
Moat did / tell Brown ¢ CoP? 


Where are those contracts? 
What where when, ere, ere. 


EVERY OFFICE WORKER CAN USE 
THE EXECUTIVE DESK FILE 


Classifies Correspondence, Eliminates Errors in 
Handling Papers. 


Any executive will be proud to use this attrac- 
tive Desk File. Well made with extra heavy 
imitation leather covers, that will not warp. 


Tabs are furnished either in cloth or celluloid 
from A-Z or 1-31. 


Order From Your Stationer 


QUALITY PARK ENV 


General. Office & Factory 
Quality Park: 


St Paul, Minnesota 


To answer the above ad use QUICKMAIL COUPON No. 17 
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NEW YORK GITY BUYS 


(Continued from Page 27) 


very important functions. For example, the Expediting 
Division is the production control division of the De- 
partment, and is responsible for the progress of the 
work from the time the purchase requisition is received 
until satisfactory delivery has been made and accepted. 
This division utilizes a “requisition register” to record 
all incoming requisitions and their progress through 
the department. Then there is the service of expediting 
orders, the replacement of rejected deliveries, and the 
provision for extension of time for vendors. 

On the face of all contract proposals is a notation 
that the bids will be received until 10:30 A.M. on a spe- 
cific day. At that time a gong sounds and after this 
moment no more bids will be accepted for the openings 
of that morning. Each bid is accompanied by a deposit 
amounting to 2 per cent of the bid and a representative 
of the Comptroller verifies the deposits. The name of 
each bidder and the total amount of his bid are an- 
nounced. Bids found in order are initialed and per- 
forated to prevent the possibility of substitution. This 
is the procedure for contract bidding. 

Open market bids are opened at 2:00 P.M. No de- 
posits are required in this case. This work of receiving 
bids is done by the Bureau of Administration. 

A “price record” is kept of all pertinent price and 
quantity information, containing data on old materials 
also, as they are traded in for new goods. The informa- 
tion contained on prices is chiefly used by the buyers as 
a guide in writing new contract proposals, and these 
records are very valuable as guides to market trends 
and consumer demands. 

When a firm writes to the department and says that 
it would like to be placed on the bidders’ list the re- 
quest is referred to the Bidders’ List Division and this 
section checks up on the new firm. Meanwhile the ap- 
plicant firm is required to submit a list of the com- 
modities in which it is interested in bidding, and to 
file a sworn financial statement. When a firm is in de- 
fault to the city its name is removed from the list 
until the default has been made gool. Names may also 
be removed by the Commissioner for cause. 


The Department of Purchases also maintains a sample 
room where all standard samples, blueprints, and speci- 
fications are kept for the information of buyers and 
vendors. 


NATIONAL BUSINESS SHOW SCHEDULED 


The 37th annual exhibition of office equipment, 
conducted by the National Business Show Co., 50 Church 
St., New York, will be held at the Grand Central Pal- 
ace, New York, February 3rd to 8th. This year, na- 
tional defense, being the dominant economic and social 
force, has created a new industry, the ramifications of 
which will reach into every phase of business life, 
bringing with it widening demands for machinery to 
conduct this business. The business show will serve 

| to acquaint visitors with machines and methods used 
| in all types of office procedure. 


Gor Your Comuenience 


Quickmail reply coupons to 
communicate with adver- 
tisers appear following 
page 18 of this issue. 


November, 1940 
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THE DEPENDABLE 
GOLD MEDAL MARKING 
AND CHECKING CRAYONS 


Staonal crayons, like all Gold Medal 
Products, are the finest of their kind. 
Free from grit. Indelible and water- 
proof, or washable, as required. Made 
in a wide variety of types and shapes. 


For Marking: Shipping tags + Heavy _. 
poper packages + Newspaper bundles 


: Siew} Settee Sota ssereaed VS % soak gg 


7 ¥ : d f Y an 
gt yt -& » : COUPON + Ri 
Silks + Rayons «+ Oily, Wet or Dry 


Surfaces. Made in U. S. A. 


Made in black and colors, packed 
one dozen sticks in a box—one 


goss in a container. 4 my” §=6 BINNEY & SMITH CO 
Peay ¥ . 


. . , 41 East 42nd Street, New York, N. Y. 
Send for Catalogue illustrating full 
line of crayons, chalks, paste, water 
colors, etc., for commercial use. GOLD MEDAL PRODUCTS LEAD ON MERIT 


in this handy, file-size book. 

48 Pages, full-color illustrations, 

’ complete information AND prices 

' en LABELS for Shipping, Advertising, 

Instruction, Production, Packaging. 

Wnile 

FOR YOUR TO ANSWER THIS A 
FREE COPY Use QUICKMAIL 


: . es é _ + 70 day! COUPON wo EZ} 
Ever Ready LABEL Corporation ~. 


fae 


vi ae 
141-155 EAST 25th ST. = #NEW YORK, N.Y. © ele thay 
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PROGRESS 
Worthy of Notice 
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ee 
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There’s an ACE Stapling 

Machine for hand, foot or 

electric operation. Models 

for OFFICES—SHOPS— f . 
FACTORIES — STORES — ACE” SCOUT 
SCHOOLS and HOMES, $150 
each guaranteed to do a 

perfect stapling job. % EAST OF ROCKIES 


The Tested Labor Saving Pencil 
For Efficiency, Economy and DIXON 


Lifetime Satisfaction, demand ACE. | T; TCO ND E 'R O S "A 
ACE FASTENER CORPORATION An extraordinary 5¢ pencil. 


Get quantity quotations 
“ : : 
3415 N. Ashland Ave.,- Chicago /. from your stationer or stationery dealer. 


JOSEPH DIXON CRUCIBLE CO., Dept. 53-J11, 
a Makers of Jersey City, N. J. 
THE WORLD'S BEST STAPLING MACHINES “PROVEN BY INDEPENDENT SCIENTIFIC RESEARCH. 


Copyright Joseph Dixon Crucible Co. 1940 


To answer the above ad use QUICKMAIL COUPON No. 15 ! To answer the above ad use QUICKMAIL COUPON No. 16 
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SounpD SILENCERS 


SEMI-SOFT RUBBER 


FLOOR LEVELERS 


Keep office desks and appliances in alignment, 
properly spaced. Various sizes in round—square 
—triangular—roller caster slotted—interlocking. 


Beas 


VACUUM - CUSHIONED 


Non-slip—non-scratch—floor levelling sound-ab- 
sorbing floor protectors. Protect costly rugs and 
carpeting, linoleum and polished floor surfaces from 
ghastly marks and indentations. Minimize irritating 
office “‘nerve-shock fatigue” —assure better employe 
efficiency—extreme low cost invites complete office 
installation. 


e al 
yholders are found aad q yickly, 
RUBBER SIDE STRIP for INTERLOCKING CORNER PADS ERROR-NO = of any kind is he ry stenog: 
wood desks — protects & STRAIGHT LENGTHS that lock ibing 8) - 
\ 


chairs and desk corners tight with one-piece appearance— 
—prevents stocking runs for single file, files in batteries, 
—cut to fit from con- appliances, etc. Protect floor sur- 
tinuous 10-foot rolls faces—sanitary—no dirt—no toe 
no waste. marks. 


If not carried by local stationer or 
office supply dealer—write direct to 


SIPH-O PRODUCTS CORP. 
60 INDIA ST., BOSTON, MASS. 


Patented—Trade Marks Registered 


a 
DIVISION OF THE , 


HALL-WELTER CO, INC. 


To answer this advertisement use QUICKMAIL COUPON No. 31 Ws) 46 CHAMPENEY TER. ROCHESTER, N. ¥ 
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KOH-I-NOOR 


Drawing Pencils 


Are 


* se QUICKMAIL 
We invite you to send for our new catalog COUPON Ne ‘8 


No. 5. Use Quickmail Coupon in this issue. 


KOH-I-NOOR PENCIL CO., INC. 


373 FOURTH AVE., NEW YORK CITY 


TECHNYGRAPH RAINBOW STYLI 


@ A remarkable new line 
of plastic handle Styli in 
transparent containers. 


@ 29 different Styli, in- 
cluding ball points, loop 
wheel, and shading. 


@ Feather-weight, bright- 
hued, non-breakable, non- 
fading lumarith. 


Me 208 Stylus ber Lattiving Guides Ya” ond over 2 


@ Pleasing to the eyes, 
smooth to the touch, easy 
to clean and keep clean. 


@ The soft, neutral tone 
beige-mottled lumarith at 
the leading end of the 
handle averts eye-fatigue. 
Knurling near the tip gives 
the index finger a firm grip. 


@ Made in U.S.A. 


@ Ask for broadside show- 
ing the Styli in actual size 
and color. 


THE TECHNYGRAPH, TECHNY, ILLINOIS 
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COOK'S oo 
STAINLESS STEEL FILE SIGNALS 


A TYPE FOR EVERY MODERN FILING NEED 


INCLUDE 
A SUPPLY : 
IN YOUR ; 
NEXT RE- en 
QUISITION™ 


ehilAine 


Will not rust or discolor 
Non-chip, non-fade enamels 
=  lwelve different colors 
Easily attached—won't “skid” 
yy Can‘t catch other sheets 
Add practically no bulk 
—— “Window” types have high visibility 
No.2 Numerous patented features 
SAMPLE CARD ON REQUEST 
use QUICKMAIL COUPON No. 13 
THE H. C. COOK CO., 18 BEAVER STREET, ANSONIA, CONN. 
“Every Cook Product Unconditionally Guaranteed” 


a4 
sors 


No. 2V—The New 
Low Tab Signal 


LITHOGRAP HERS 


in 
DISPLAYS - LABELS - BROADSIDES 
BOX WRAPS-FOLDERS- POSTERS 


LETTERHEADS 


Combination Runs on 
Four Grades of Bond 


1896 


421 HUDSON STREET-NEW YORK, N. Y. 
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A/a 


You'll want a copy of our 
NEW CATALOG.... 


A most comprehensive line of transparent products used in every type of business. 


We Specialize in 


Transparent envelopes Transparent (vis-o-top) desk tops 
Transparent folders Transparent ring book envelopes 
Transparent pocket cases Transparent phone index holders 


and many other type holders 
also made of cellulose acetate—non- 


Transparent book covers 


Transparent auto map covers 


inflammable. 
Transparent card cases spite taticie 
i inside t p t products is VISIBLE, 
VE ne egg * | 


Send for this new catalog ... NOW! Purchasing Agents and Use QUICKMAIL 
Buyers need it for constant reference . . . use QUICKMAIL COUPON 33 
COUPON bound in this book .. . 


JOSHUA MEIER, ve. 


36 EAST 10th STREET NEW YORK, N. Y. 


THE RIGHT CHAIR AT THE RIGHT PRICE 


PURCHASING AGENTS 


who buy with an eye to the 
future have learned to de- 
pend upon JASPER CHAIR 
CO. products for the right 
chair at the right price. The 
line includes every type of 
chair for executive or com- 
mercial office use . . . school, 
factory and institution. A 
wide price range, but every 
chair a quality product in 
its particular grade. You 
can satisfy every require- 
ment you have in mind. 


DEALERS know how easily 
they can satisfy the require- 
ments of purchasing agents 
with the JASPER CHAIR 
COMPANY line. Every 
popular style is available at 
a price to attract the most 
critical of purchasing of- 
ficers. 


For Full Details write the 
factory or our nearest ter- 
ritory man. 


JASPER CHAIR CO. - JASPER IND. 


To answer the above ad use QUICKMAIL COUPON No. 22 
November, 1940 41 
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PURCHASING AGENTS AND BUYERS 


of 
OFFICE EQUIPMENT 


concenming 
OFFICE CHAIRS 
POSTURE CHAIRS 


1. The fact that few office tasks can be performed satisfactorily while standing, places the worker’s 
chair as number One in importance. 

2. Office chairs are the most used and frequently the most abused of all office equipment. 

3. Scientific design is important for it helps increase efficiency and promotes comfort. Sturdy con- 
struction reduces cost of maintenance. 
Artility Metal Chairs combine these essential features with moderate prices. 
Service: Dealers in most cities to render prompt and efficient service. 


Write for FREE copy of our new CATALOG— 
illustrating and describing the complete Artility line. 


ARTILITY METAL PRODUCTS, Inc. 


1122 SECOND STREET ELKHART, INDIANA 


CONVENTIONAL MODELS 


TO ANSWER THIS AD 


Use QUICKMAIL 


COUPON nol 


Ask about 
the PRESTO 
Christmas 
package 


Retails for 
20e 
complete with 
300 staples 


B Saue Time With PRESTO-The World's Fastest Selling STAPLER 


Now, a moderately priced stapler—streamlined and PRESTO beauty and convenience have lifted the 


smartly styled—finished in wine-colored, baked ena- 
mel, to grace the finest desk. Its black rubber base 
assures quiet operation and conceals 400 extra staples. 
100 staples are loaded in the operating chamber. 
These and many other PRESTO features have built 
an unmatched nation-wide demand for the New 


PRESTO Desk Stapler in office, school and home. 


demand for Staplers from one Stapler for every office 
to one PRESTO for every desk. PRESTO affords split- 
second loading and sure-fire service. It is sturdily 
built for long, hard wear. See your jobber or write 
direct for complete information. Save time and money 
by equipping every desk with PRESTO Staplers. 


Use QUICKMAIL COUPON No. 46 


Metal Specialties Mig. Co. Gis: 


GEYER’S OFFICE EQUIPMENT DIGEST 
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Your C Needs It... 
A SIZE FOR EVERY PURPOSE 


WIND-O-FILE 


Patent Pending 


VISIBLE RECORD SYSTEM 


USES STANDARD INDEX CARDS 


WIND-O-FILE is a 
practical and all pur- 
pose record system. 
Each card is VISIBLE 
& fully PROTECTED 
in its own self con- 
tained pocket with a 
patented window of 
clear waterproof 


lumith acetate. Made 


in 20 different styles 


using3x5 and 4x6 


standard cards. 
List $1.25 and up. 


and NOW... 


Executive DESK PAD 
PLUS 
VISIBLE RECORD SYSTEM 


No. 1935—Contains 50 pockets to accommodate 3x5 standard 
size cards. Size 19%2x30 overall. Has protective cover over 
the record cards. Pad is made of heavy binders board, covered 
with handsome durable fabricated leather. Gold tooled. Space 
below the cards to hold 3x5 memos. Available in brown, 
black, maroon, green. List $5.00 


No. 1946—Same construction as above, 42 pockets for 4x6 
standard index cards, and space for 4x6 memos. Size 
19x31. List $6.50 


For complete information @/A7amIH QUEUE 
COUPON wo 


DURABLE ... 


Molded structural design 
gives everlasting qual- 
ities . . . Non-inflamma- 
ble . . . Smooth con- 
toured surfaces . . . No 
sharp edges or projec- 
tions to cause injury or 
snag records. 


FULL 
VISIBILITY ... 


Inserts at 45° perfect 
reading angle . . . No 
stooping or craning to 
find your record. Fur- 
nished in six crystal clear 
colors permitting various 
filing classification. 


MAGNIFICA- 
TION ... 


Specially designed con- 
vex shape magnifies 35% 

. Ordinary lettered 
or typewritten inserts 
are enlarged to perfect 
legibility. Speeds filing 
and finding. 


SAMPLES... 


rw 


Rf F 


Send for samples immediately. 
You will be more than in- 
terested in this newest innova- 
tion in filing equipment. 


C. L. BARKLEY & CO. 


130 EAST 13th STREET NEW YORK, N. Y. 517 S. JEFFERSON STREET 


CHICAGO, ILL. 


To answer the above ad use QUICKMAIL COUPON No. 32 


November, 1940 ° 
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HIGH IN EFFICIENCY... LOW 
IN PRICE 


“KOMPAKT” Desk 


Organizer 

No. 226P—Has 9 divi- 
sions with 8 removable 
partitions for space ad- 
justment. Partitions 
formed to retain small 
# papers in place. Has label 
holder . . . Rubber Feet 
to prevent scratching... 
Choice of two finishes, 
Brown or Green. Size: 
Width 834 inches, Length 
1034 inches, Height, 914 
inches. Folds flat for 
shipping. 


“DE LUXE ROLL” MEMO PAD 
No. 220P—Saves time and money 
. » » Opens for filing memos... 
Uses standard adding machine 
roll. Size: Width 
334 inches, Length 
9%, inches. 


SEND FOR NEW CATALOG NO. 40FG TODAY! 


For details of Above items and Many Other Popular Numbers. 


MAYER MANUFALTURING LORPORATION 


3130-3140 WEST 51st ST. Dept. G-11 CHICAGO, ILLINOIS 


Erases a single letter or 


line. Typists approve of 
this Klenzo eraser, in 


paper pencil form, the 
handy junior size with 
brush attached. 

“THE STRING'S THE THING" 


KLEN2Z 


sais 


> 2 534 


534-B KLENZO JR. 
BlaisOes PENCIL CO. 


PHILADELPHIA, U. S. A. 


50 


THE OFFICE LAYOUT 


(Continued from Page 31) 


layout has proven to be the best method of working 
out the office layout problem of large open areas. 


Step No. 5—Final Office Layout: 

Whether in template layout form or blueprint line 
drawings, the office layout now shows the location of 
all equipment and machines, with proper consideration 
given to factors such as light, ventilation, noise con- 
trol, access to elevators, toilets, fire exits, reception 
controls, and proper circulation of traffic. During the 
conferences with executives and department heads, con- 
sideration of the advantages of open layout versus par- 
tition layout are studied. 

Desk and aisle spacing standards are created. Coat, 
water cooler, rest room, and restaurant facilities are 
arranged for, and all the many factors affecting the 
proper efficiency of the working system of the organiza- 
tion are included in the final detailed office layout. 

A slogan was once offered to me which suggests itself 
at this time: “Make a Layout before you Pay Out.” 
This sums up the matter very well indeed, if we are 
careful to bear in mind that the layout must be the 
fruit of painstaking, specialized consideration of every 
factor involved in the efficient operation of the office. 


MANAGEMENT CONFERENCE HELD 


A three-day office management conference, spon- 
sored by the American Management Association, was 
held at the Roosevelt Hotel, New York, recently. Part 
of the sessions were devoted to a “How We Do It” dis- 
cussion, in which prominent office management officials 
discussed such subjects as the standardization of office 
furniture for interchangeability, testing of office sup- 
plies and equipment, filing supplies and equipment to fit 
the job, centralized transcription by telephone, other 
pertinent topics. 


SMALL ROLL PRODUCTS 
TO FIT EVERY NEED 


You will find quality perfection rolls full diameter. They 
are accurately slit and guaranteed to be uniform. Send 
QUICKMAIL COUPON No. 25 for complete details. 


ADDING MACHINE MAILING MACHINE 
CASH REGISTER MORSEGRAPH 
RIBBON PAPER FIRE ALARM 
POLICE REGISTER DIE WIPING 


TELETYPE TICKET TAPE 


Perfection Rolls Are Perfect in Every Detail 
PAPER MANUFACTURERS CO. 


PHILADELPHIA, PENNA. 


GEYER’S OFFICE EQUIPMENT DIGEST 
For Purchasing Agents, Controllers, Office Managers 
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The World's Finest 


VY) hi. 
Points 


Esterbrook has earned 
its unsurpassed reputa- 
tion for writing points 
through consumer pref- 
erence. For over 80 
years Esterbrook has 
led in the designing 
and styling of writing 
points for every busi- 
ness need and every 
personal requirement. 


Nationally known and 
nationally accepted by 
individuals, business 
concerns and _ school 
systems. Standardize 
on Esterbrook for turn- 
over and profit. 

Here are just a few of the 

* many styles of Esterbrook 

writing points that are stand- 

ard throughout the world. extreme 
THE ESTERBROOK PEN one 3550 enamere! 

50 Cooper Street, Camden, N 

or Brown Bros., Ltd., Toronto, teste 


bstectrvuk 


DOPP.- 
CRAFT 
CASES 


Smartly styled . . 

functionally styled . . 

priced to give lasting 
Value. 


You need go no tarther than the DOPP-CRAFT line of as 
Cases and Ring Binders, to get the best the market affords . 

ot a price to fit your pocketbook. 

Model 613, illustrated, is o popular Priced zipper ring binder 
with three W rings for st or with two 1” rings 


6” center. Has two leather inside pockets and is neatly lined. 
quipped with liuloid identification pocket. 
Ask Your Stationer to Show You the DOPP-CRAFT Line 


oo) OPDELRS. “EE 


Vivek. LEATHER GOODS _ Merchandise Mart 


DICTAPHONES and EDIPHONES 


STANDARD 
m CYLINDERS 


OUR cylinder problems are ours. 

As the world’s largest and 
oldest independent cylinder makers, 
we've had the facilities and time to 
develop this important tool to its 
highest perfection. But we're never 
satisfied . . . we keep our labo- 
ratories as busy as our shipping 
department. You know you're 
recommending the best when you 
recommend STANDARD. 


Write for Samples 


EFFICIENT © SURE 
ECONOMICALLY PRICED 


Use QUICKMAIL 
ME 37 | 


TANDARD 


RECORD COMPANY 


104 South Fourth Street 


Brooklyn, N. Y. 


November, 1940 


For Every Business 
Use! 


A complete, modern line of Record Keeping 
Equipment for every department of every 
business. Visible Record Books, Post Binders, 
Ring Books, Transfer Binders, Catalog and 
Advertising Covers, and a full range of ruled 
and printed forms. 


Send for Catalog 


A request on your business stationery will 
bring a fully illustrated, comprehensive catalog 
of the CESCO line or use QUICKMAIL 
COUPON No. 14. 


Our National Users Discount Plan 
will save you time and money. 


The C.E. SHEPPARD CO., 


44-09 215t Street,- LONG ISLAND CITY, N.Y. 


GEYER’S OFFICE EQUIPMENT DIGEST 


For Purchasing Agents, Controllers, Office Managers 
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Norma shifts on high 

changes color in- ~ 

stantly with the flick — 
of a finger! Made in America — 
by American craftsmen. Norma ~ 
is guaranteed for mechanical 
perfection and is a top notch 
writing instrument. Many — 
new models—all beauties— 
all highly desirable as gifts. 
prizes, advertising or for per- ~ 
sonal use. Comes in a variety — | 
of beautiful finishes from | 
chrome to gold. Names can © 
be engraved on the barrel. 
Norma is universally accepted 
Write today for complete de- 
tails. Use _, Cou. 
PON No. 


NO ima MULTIKOLOR, ING: 


POCKET SEALS oF QUALITY 


The “ALUMINUM” Pocket Seal 


UNCONDITIONALLY 
GUARANTEED 


“BEST SELLER” for 40 YEARS 


THE NOTARIES FAVORITE 


The “OFFICIAL” Pocket Seal 


REALLY EMBOSSES 
HEAVY PAPER 


A CORPORATE SEAL 
POCKET SIZE 


MANUFACTURED BY 


Sho MEYER & WENTHE, Inc. 
Established 1854 
Dependable Service for 87 Years 


30 SOUTH JEFFERSON STREET, CHICAGO, ILLINOIS 


PLACE YOUR ORDER WITH YOUR LOCAL 
MARKING DEVICE DEALER 


52 GEYER’S OFFICE EQUIPMENT DIGEST 


NEW! YALE LOCK SECURITY ON 
—— MASHEK BRIEF CASES — 


ACCOUNTANTS and SALESMEN’S CASES 


can now be had with special Yale 
locks, eliminating all the incon- | !* addition to style 
veniences of old fashioned methods | illustrated above. 
f f ‘ Thi i oe any Mashek brief 
of fastening. is new improv neo nines 
ment provides the utmost iM | can be Yale - lock 
security and protection of con- | equipped at slight 
tents. extra cost. 


ASK YOUR STATIONER 


“FRANK CO. 
CHICAGO 


NEW YORK OFFICE: Harold Atwood, 280 Broadway 
“If it’s made with leather, MASHEK makes it Better” 


igiiensiders: QUAL! 
ie first a 


NOESTING PIN TICKET CO,, INC. 
HME. 136th Street, New York, NY. 


For Purchasing Agents, Controllers, Office Managers 


November, 1940 


No 


- He ae i ’ ao Bee. eee Sri: ih ene aoe a di Sa i fae Nil 
oo ff: 
z — gs —- 
ae : se vat eee Ao ‘ c erg ge) a ' 5 ” ie ‘niet “3 b- * cay i ae : 
a wutth UL ee ey le — ao) 
pa De 65 pig Sen li eae me Ri, fi — . wy keel ee e ae ages? ve 
| ae Pretstepic Foo: a % a s: a ae coe “ae eye 
ee ’ | ey y ata a2 a 
” 4 ass ms ié - ; ; ' rs - Ss ie as ta a. ee 2 si " 
3 kk tae 2 
é % ns PS ‘ fo} ¢ id al A an? 4 . : 
ee er “4 ; 
| S M, ' 4 Pp 
7S BE Pe 
es | ‘ 
e ce — 
cal a ‘Paper ( C__) Clips 
: J aper —* Fasteners 
k “ay y “ x ae ee _ ss ™ e 
gy wen —\ 
a { “OFFICIAL 
ie, (_ Te Pe . ck : ‘ 
a) Mere pe a a —_—_— «Ping ——————— 
a) nT ERR f ae a . : ‘ 
- _Z ; ie —~ 
fy ae FURNISHED IN 3 SIZES \ - a = ; 
q ae — eee i Si 5 5 ws 
: FREE LEATHERETTE POCKET CASE with EACH SEAL al seein : vs Sty re 
ety => a — 
: fom _ Noesti a 
$ Va a \SEAL/ = . . = 
‘<n ies ey Te hag 
¢ ' q | een a 
we 
ae a a | 
| a 


1940 


HEYER INKS 


BLACK AND COLORS FOR ALL 
Dine 9 ererATORS 


THE HEYER CORP. CHICAGO, u. s. A. 


best bet this fall! 


We don't like to crow, but if you look at the proofs, you will 
see real stand out sales advantages in the BOSTON Self 
Feeder No. 4. Easy to use, the self feeding device centers the 
pencils with perfect accuracy. Plus advantages of BOSTON 
SPEED CUTTERS, 15 CUTTING EDGES; BOSTON CHIP 
RECEPTACLES LARGER IN SIZE THAN OTHERS. The 
cutters and carrier of MODEL KS and Self Feeder No. 4 
come in one unit, ready to install in a second. 


Wr'te to-day for complete details. 


BOSTON SF-4 


C. HOWARD HUNT 
PEN COMPANY 
Camden, N. J. 


Also Manufacturers of Hunt Pens, Clips and Speed Ball Products 


BOSTON 


PENCIL SHARPENERS 


Grand Central Palace 
New York City 


February 3 to 8 
1941 


37th ANNUAL 


NATIONAL 


BUSINESS SHOW 


[D> 
! 5 : . { 


ii 


Displays and Demonstrations of Machines 
Methods, Equipment and Supplies for 
Efficient and Economical Business Administration 


NATIONAL BUSINESS SHOW 
50 Church St. New York City 


Frank E. Tupper 
Manager 


November, 1940 
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SOLD BY r LEADS 


o te 


DEALERS EVERYWH ERE 


ata: 
¥ = 


Write for ime x details today 


LO HARDANG COMP 


435 W. Pico Bivd., Los Angeles, Calif. 
416 Commonwealth Annex, Pittsburgh, Pa. 
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DUPLICATING STENCILS 
LARGE PRODUCTION 
Means BED ROCK Prices 


A FIRST CLASS PRODUCT 
FULLY GUARANTEED 
Can also supply seconds very cheap. 


WRITE TODAY 
SARGENT MANUFACTURING CO. 


214 Mission Street San Francisco 


CARBON PAPERS 
and 
INKED RIBBONS| 


WRITE Brand products fill the | 
most exacting requirements, More 
clean, clear impressions assure | 
economy and efficiency in every | 
office. 


FOR quality, service and satisfac. 
tion buy WRITE. 


Send for free samples and prices. 


WRITE 


INCORPORATED 


420 Lexington Ave. Factory: 
New York, N. Y. Bridgeport, Conn. 


Save 20% to 60% on 


ADDRESSOGRAPH 


MACHINES 
EQUIPMENT 
SUPPLIES 
PARTS 


Also Elliott, multigraph, 
mimeograph, sealing, folding, 
mailing machines and supplies. 


ALL MERCHANDISE UNCONDITIONALLY GUARANTEED 
Write for our catalog and price list. 
MAILERS SERVICE & EQUIPMENT CO. 

(Cor. 15th St.) NEW YORK CITY 
ee ye — YORK 


Guaranteed Rebuilts 
By “Universal” Are 
Attractively Priced 

Attractively Refinished 


for years and years of additional 


service ... and satisfaction to both 
buyer and seller. 
When It’s REBUILT, REFI 
3 NISHED 
VISIBLE RECORD GUARANTEED 
EQUIPMENT and Kardex, Acme, Post 


Index, Globe Wern- 


OFFICE MACHINES icke and other vis- 


Write, phone or wire ible systems in cabi- 


UNIVERSAL OFFICE best nis 
EQUIPMENT CoO., INC. Comptometers 


“The House That Confidence Built” ay 
561 Broadway New York City eter sno bhneines 
Cable “Uniquip’—New York Mimeographs 


In Many Ways It Pays to 
Insist on the “Original” 


PUSH-PINS 
M 0 R PUSHLESS HANGERS 
THUMBTACKS MAPTACKS 


It pays, not only because these indispensable MOORE 
ucts are more satisfactory to use and cost less 
in the long run, but also because in the MOORE 
line you will find an exceptionally wide variet 
PUSH-PINS with glass or aluminum heads. PUSH. 
LESS HANGERS in 4 sizes. THUMBTACKS of 
almost limitless variety. MAPTACKS of all sizes 
5 and colors. Hlustrated and described in the MOORE 
Catalog, which will be sent to you upon request. 


+ Your Stationer Can Supply You 
wis MOORE PUSH-PIN CO. 


113 BERKLEY STREET, PHILA., PA. 


A few copies of the reprinted issue of 
BUSINESS EQUIPMENT TOPICS 
containing stories of 300 different 
machines are available. 

SEND CHECK WITH ORDER TO 


ANDREW GEYER, INC. 
260 FIFTH AVENUE, NEW YORK, N. Y. 


4 GEYER’S OFFICE EQUIPMENT DIGEST 


pave’ 


CELLULOID ““""""""""*) 


INDEX TABS 


OF MATERIALS, 4 
WORKMANSHIP @@ 
AND PACKAGING 


THE VICTOR SAFE & EQUIPMENT CO., INC. 
NORTH TONAWANDA NEW YORK 


Relax for a week-end in the friendly DAILY—FROM 
atmosphere of this distinctive beach- ROOM, BATH 
front hotel. Right on the Boardwalk, AND MEALS 
you'll bask in warm sunshine and brac- 


ing salt-sea air. You'll delight in our ROOM ONLY 
superb French cuisine and slumber rest- WITH BATH 
fully in outside, ocean-view rooms. 

You'll find verandas and sundecks for a: 
lazing varied sports, entertainment, 2 IN A ROOM 
game room, magnificent Bar — every- e 

thing to make your stay comfortable SPECIAL 
and pleasurable. WEEKLY RATES 


ON THE BOARDWALK « ATLANTIC CITY, f. J. 


November, 1940 


For Purchasing Agents, Controllers, Office Managers 


. q TT TL LTR 8 mam 
a | ‘sone 
} 
vd ee ae 
ee > AOR SS < = 
i> (WAS SS . Ke 
ag pe Y/N Sees 
— | Nee 
VEN NEA 
oe ’ Ge oe Ae 
ANS & Vi 
SCOUMGES Se 
Wi ae: 2 
OMe ee | — 
ee | La 
- Fy , tg 5 
rit tlt ~ fh a wih, 
eal a ee 
age Yomaneey Pra 
a SB AZ 
4 a} eB 
Pon > a is ROW 'R 
: “ - Po ‘ ™ - So \ 
2 ee o/* . 
ral ‘* , ro he WRITE FOR SAMPLES AND PRICES 
50 be a HOT KL, ( l] l' | \ | | < 
‘ e ’ ate 
: History of the ILS Ag 
: i 2a 
Re - Uppewrter ime Out gee 
a ee : 
| a 
pe A el} ne “qi ee a Be Ue ce P| ae a = 
° ee 


‘MEMORY MASTERPIECES’ 


USEFUL 
DIGNIFIED 
ECONOMICAL 


Ideal Gifts for AU Occasions 


No. 301—”STEWARD” 
Desk Memo Perpetual Calendar. 
Brown, Ivory Fabricated Leather. 
Retails at 75c. 


Write for Circular Illustrating the Many Items for Retail or for 
Good Will Gifts or Advertising Use. 


FINCH & McCULLOUCH 


MANUFACTURERS OF 
“*“MEMORY MASTERPIECES’’ 
REG. U.S. PAT. OFF. 


AURORA ° ° ° 


ILLINOIS 


ror ASH-AWAY 
° ~ 
Write for SMOKER 
FREE More and more, smart buyers look for the red 
ee ae — they are eg © smoker, 
the tag that identifies a genuine ASH-AWAY. 
Weteeting, ER SWKy Sa asrtateasio chart? 
‘ SH-A tag have the genuine - 
Illustrating dispenser that devours stubs and ashes and 
Complete abolishes smoking litter in home or office. 
Smart in appearance, beautiful in design, prac- 
ASH-AWAY tical and convenient in conception, ASH-AWAY 
ba SMOKERS are the logical choice of discriminat- 
Line! ing purchasers everywhere! 


Write for FREE ASH-AWAY catalog illus- 
e trating the complete ASH-AWAY line! 


The NAGEL-CHASE MFG. CO. 
2811 North Ashland Ave. Chicago 
“WORLD'S LARGEST SMOKER MANUFACTURERS” 


Codo- Carbon papers 
that are Guaranteed 


Codo SUPER-KOTE pro- 
duces copies that secre- 


taries say are compar- 


able to originals. 


Get clean, 
precise, non- 
smearing cop- 
ies of absolute 
permanency. 


GUARANTEE 


Should Codo Products for any reason not prove entirely 
satisfactory, any purchases will be replaced with new goods 
or your payment refunded. Codo Carbon Papers are guar- 
anteed not to dry out nor deteriorate for a period of 5 
years from date of sale. Records made with Codo Carbon 
Papers last as long as the paper on which they are made. 


CODO MFG. CORP. 


FACTORY: 
CORAOPOLIS, PA. NEW YORK 


CHICAGO 


November, 1940 


PIII III IAAI AIS ASI IAA SASCSA CSC 
TOPS for EYE APPEAL, DIGNITY, 
STYLE and UTILITY 


VARAT - MADE 
4, ZIPPER CASES 


THE LINE OF OUTSTANDING 
VALUES FOR THE HOLIDAYS 


— 


“ay 


ane 


Roomy 16” x 11” Sec- 
retary case with 2 full 
length extension pock- 
ets, 2 flat pockets, 1 
pen and pencil pocket. | 
Beaver Undergrain Cow- 
hide, black or brown. 
Leatherette lined. Talon 
zipper on 3 sides. 


WRITE FOR CATALOG 


VARAT ‘coum 


114-124 S. CLINTON ST. 
CHICAGO, ILLINOIS 


KIKI IKKKEKKKKKK A KKK KK KK IK 


MURRAY 


SAN_ FRANCISCO 


NEW Y 
358 Fifth Avenue 833 Market Street 
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SCHOOL & COLLEGE SPECIALTIES 


Well-made numbers that appeal 


® Drafting Kits ® Drafting Tables 

® Tracing Papers ® Straight Edges 

® Lettering Guides ® Sandpaper Pencil Pointers 
® Erasing Shields ® Ink Eradicators 

® T-Squares ® Adhesives 

® Triangles ® Typewriter Cleaners 

® French Curves ® Typewriter Oil 


Send for catalogue 


CARDINELL CORPORATION 


15 LABEL STREET MONTCLAIR, N. J. 


“1 .—E-B” 
BINDER 
CLIP 


Small, Medium and Large 


THE CLIP WITH A VISE-LIKE GRIP 


FOLDING AND REMOVABLE HANDLES 
WITH HANDLES REMOVED A PERMANENT BINDER 


CUSHMAN G DENISON MFG. CO., 135 W. 23rd ST., NEW YORK 


SPECIAL N 
L-E-B oO. 


CLIP WITH HOLDERS FOR INDEX TABS 
WIDTH 1% INCHES... CAPACITY 12 INCH 


Moistens ENVELOPES, 
STAMPS, LABELS, ETC. 


ONLY $2.25 
pre mcrae ob new  brush- 


faces stick ae, ‘fast! Sects 
up mailing! Neater! Cleaner! 
Sanitary! Stream-lined, nickel 
plated, dip-galvanized rust- 
proof tank. 


Manufactured by 
Better Packages, Inc. 


Distributed by: 


A. W. KELLOGG SALES CO., Waltham, Mass. 


GUMMED TAPE 


Printed gummed tape and 
colored tape our specialty 


TEN DAY SERVICE 
Write for price list 
Cut list and sample Folders 


CLEVELAND GUMMED TAPE AND SEALER. CO. 
P.O. BOX 5921 CLEVELAND, OHIO 


STEEL: & stRONG 


COIN HANDLING SUPPLIES 


Stationers! They are yours to sell Exclusively! 
COIN WRAPPERS LEAD SEALS 


BILL STRAPS 
COIN BAGS 
CURRENCY BAGS 
DRAW STRING BAGS 
METAL-CLASP BAGS 
NIGHT DEPOSITORY BAGS SORTING TRAYS 
LINEN SHIPPING TAGS COIN STORAGE TRAYS 
DOWNEY CHANGE TRAYS 


WRITE FOR CATALOG 


SEAL PRESSES 
TELLER’S MOISTENERS 
MANUAL COIN COUNTERS 
CURRENCY RACKS 
WRAPPER CABINETS 


THE C.L.DOWNEY CO. cincinnati.o. 
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THE MANAGERIAL FILE! 
Your Private Secretany 
A desk-side unit; fall-a-way top 
“Elevating” upper drawer 
Ball-bearing rollers 
Welded steel construction 
Satin finish bronze hardware 
Lock; and rubber-wheeled casters 
Efficient — Dependable — Serviceable — 
Attractive 
Priced low—a splendid value! 
Write for full details, NOW!! 


TRY OUR 4 BALL-BEARING 
ROLLER TRANSFER FILES 


Northwest Metal Products Co. F 


1337 E. MASON AVE. GREEN BAY, WIS. 


Lo 
foun 


MADE IN U-S-A- 


OS 


A Quality lies 
DISTRIBUTED BY 


L. OPPLEMAN, INC., 160 Fifth Ave., New York 


November, 1940 
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RIPNEN ADDRESSES PITTSBURGH NOMA " 
CHAPTER [it COST ME MONEY TO FORGET! | 
Kenneth H. Ripnen, of Kenreth H. Ripnen Co., THIS MAN MAY BE 
Inc., 342 Madison Ave., New York, noted office layout IN YOUR ORGANIZATION 


specialist and contributor to Geyer’s Office Equipment 


If so, he should use Mem Index, 
Digest, visited Pittsburgh, October 15th, as the guest ctctep ge aie in pet 


the famous memo system on 


of the Pittsburgh Chapter of the National Office Man- cards—used by successful busi- 
agement Association. After luncheon with members — —_— no cccrsedhaomg lo 
of the program committee and visits to various im- per Gane con easily cost 
portant Pittsburgh offices, Mr. Ripnen attended the more than 100 Mem Index Sys- 
Chapter dinner, held in the Pittsburgher Hotel, where tems. New low cost outfit for 
he delivered an address on “Office Layouts.” The ad- 1940-41. Dated cards for balance 


Two 
of 1940 free with purchase of HANDY UNITS 


dress was followed by a 45-minute question-and-answer outfit for 1941. coun Gent ee 


period conducted by Mr. Ripnen. 


temporary data plus 
Write for Complete Information and “ 7 
an c . Quantity Discounts. a yh 
Mr. Ripnen’s talk emphasized the dollars-and-cents Wilson Mem in dex Co oe a te 
i i i i } . dexed cards fit 
value of expert planning in the economic and efficient | 190 St. Pest $e. aa aet oe 


use of office space. He took his hearers through the 
whole subject from the location survey and the leasing 
negotiations to the creation of the layout and the trans- 
lation of it into the actual functioning office. 


(BERNGRD ) 


TRADE MARE BES. 
as 


Credit for a most interesting meeting went to the 
Chapter program committee, headed by L. S. Webster, 
of Underwood Elliott Fisher Co. 


BERNARD REACHWELL TICKET PUNCH 


pACGYRA@SCOC 


An outstanding punch, built sturdily to with- 
stand the wear and tear of every day use. 
This punch is very easy to use, has spring 
action and fits the hand without too wide a 
“spread.” Has assorted card, half round and 
triangle dies. It is an economical punch, too. 
If your dealer won’t supply you we will or 


BOWES RETIRES FROM ACTIVE DUTIES 


Walter H. Bowes, founder of Pitney-Bowes 
Postage Meter Co., Stamford, Conn., and affiliated com- 
panies, has retired from active duties and as chairman 
of the board. He will, however, continue in the capacity Use QUICKMAIL COUPON No. 10. 
of consultant and advisor. Internationally known as 
an authority in the field of post office and business | THE WM. SCHOLLHORN CoO. 
mailing machines, Mr. Bowes conceived the postal sys- No. 2606—5” New Haven Connecticut 
tem now known as metered mail. His firm received the 


COCO OCC Oe 


-" first license from the Post Office department to manu- | 
facture and market postage meters. | Purchasing Agents geo 
a ee ae ene Re Rn nT | You will be surprised at our 

| fine quality of our new 
CLASSIFIED ADVERTISING | ‘‘CHAMPION’? 
Rates are 10c a word, minimum charge $2.00, payable in INKS AND MUCILAGE 
advance. Used by Government Departments 
ves : We also manufacture 

Writing Inks, Stamp Pad Inks, Draw- TO ANSWER THIS AD 
Gorn Sale ing Inks, Ink Eradicators, Paste & Use QUICKMAIL 

Mucilage, Type Cleaner, Typewriter 
— a Oil, Typewriter Brushes. COUPON Re) 26 | 
MULTIGRAPH MACHINE with ink attachment, power drive, type and | Send for Samples and Prices 
equipment. Value $500.00, sacrifice $175.00 fob. Address, J. A. 
KRAMER 3255 WASHBURN NORTH, MINNEAPOLIS, MINN. | CHAMPION PRODUCTS INC. 

ail | 429 KENT AVENUE BROOKLYN, N. Y. 


Patent Ailinnnys 


PATENT ATTORNEY secures patents, trade-marks, copyrights; call 
or send me your sketch or model; confidential advice; literature 
Address, Z. H. POLACHEK, 1234 Broadway, New York, N. Y. 


pit 


qri \ 


the purest 
paper cement 


a solution of highest quality raw materials, 
made under strict laboratory control; there- 


OFFICE EQUIPMENT REPRESENTATIVES | 


who are now established in the Office Equipment and Stationery 
field, selling direct to consumers are invited to correspond with a 
nationally known eastern manufacturer of Loose Leaf Equipment, 
including Visible Record Books, Machine Posting Supplies, and 


Advertising Catalog Covers. We are appointing representatives on fore always uniform, always dependable. 
Qn attractive commission basis. Territories are available to respon- | 


sible men or selling organizations. Write, giving details of lines | P NON-INFLAMMABLE. Ask your supplier 
now handled, territory covered, etc. or write for sample Kit to Harriman-Welts Products Co., 
Geyer’s-Digest, Box 962 200 Summer St., Boston, Mass. 


(ork — 
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INDEX TO ADVERTISERS 


ere re 16 
Rae Fudteter Gocps:... cc cccccccssses 44 
Art Metal Const. Co. 

Outside Back Cover 


Artility Metal Prod., Inc............. 48 
SEN oa odred orsienok anata e anus 41 
B 
re 49 
Better Packages, Inc................ 56 
ge 43 
po BE oe 50 
Cc 
eee ree 56 
Champion Prod., Inc.................000+ 5 
Cleveland Gummed Tape & Sealer Co. 56 
MY EE ERE... vw ccseosascaseess 55 
Columbia Ribbon & Carbon Mfg. Co. 3 
Columbian Art Works, Inc........... 16 
ee ee eG ere 46 
Cushman & Denison Mfg. Co......... 56 
D 
a Se 45 
PE td cceslretaiecdinvnare mma 9 
Dixon, Joseph, Crucible Co.......... +4 
Doppelt & Co., Charles.............. 51 
SS eh, i Serer 56 
du Pont de Nemours Co., Inc., E. 1... 5 
E 
Eagle Pencil Co...... Inside Front Cover 
[Oe ee 51 
Ever-Ready Label Corp.............. 43 
F 
Finch & McCullouch................ 55 


HERE ARE THE CARBONS AND RIBBONS 
THAT HAVE KEPT “Sforms’’ ON TOP FOR 50 YEARS 


Ask your Dealer to show you “The Complete Line” For Every Purpose and Every Pocketbook 


General Fireproofing Co............. 
Globe-Wernicke Co. .............055 


H 
Hee Welter Co., Enc... .... cc cccecces 
ge eee 
Harriman-Welts Prod. Co........... 


ere rere 39 
SEINE Goce wce onoweiawien eau 53 


Higgins & Co., Inc., Chas. M........ 
ree 


J 
gS EL 


K 
Koh-I-Noor Pencil Co., Inc.......... 


Paper Manufacturers Co............ 50 

ee i sos ccc uinain sn seisieies 4 

PR SION i ocis vinnie sc ccnaieenen 41 
. Q 

Quality Park Envelope Co........... 42 


R 
Remington Rand, Inc................ 15 
Ripnen, Kenneth H., Co............. 17 
ee 6 ee 13 
Rockwell-Barnes Co. ........ses000. 40 

Ss 
ee 54 
Scholthorn Co, Wat..... 22.00 scccees 57 
Setter, We A, Pei GG... .cccccccs 35 


Sheppard Co., 
Siph-O-Prod. 


NS sch cc aw aaron 45 


Lutz & Sheinkman, Inc.............. Seeed Pree Co... 6. ccc cesses 8 
M | SS St See 56 

Mailer’s Service & Equip. Co........ 34 Standard Record Co., Inc............ 51 
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Meier, Inc., P. vere euanenes 4 Technygraph, The Uv Ee ace we 4% 

ee ee ae CS---------. 52 Underwood Elliott Fisher Co......... ll 

Meyer & Wenthe, Inc............200 /n¢ : 

Moore Push-Pin Co..............05. 54 Universal Office Equipment Co., Inc.. 54 

N : .V 

Nagel Chase Mfg. Co.............2+5 55 Van Dyke Industries................ 40 

National Business Show............. 53  Varat Murray Co.....-...--..-+-.+: 55 

Neva Clog Prod., Inc..Inside Back Cover Victor Safe & —— Co., Inc........ 34 

Newport Specialty Co..........+... 49 

Noesting Pin Ticket Co., Inc......... 52 Wabash Cabinet Co.........-....-... 8 

Norma Multikolor, Inc.............. 52 Wholesale Typewriter Co............ 12 

Northwest Metal Prod. Co........... 56 sag a i atacsavucesus = 

re) 0 rT rere TT ere ce ree 
Old Town Ribbon & Carbon Co., Inc. 7 Z 
eee eee 56 Zephyr-American Corp. ...........- 6 


CARBON 
CLEANGRIP PAPERS 
CARBON PAPER ae 
Whitedge 
Its efficiency, cleanliness, long wear and RESIS- Clean Pull 
TANCE TO CURL make it the carbon paper pre- ties 
ferred by busy users. siesta 
Cleangrip combines all the desirable features of Retience 
good carbon papers plus the highly important Casbens in all 
special features possessed by no others. weights and 
finishes 


CARBON 
ROLLS 


Tailor’s Marking 
Photo Offset 


Billing Rolls for Elliott- | Stormtex Cotton 


Fisher Machines 


Billing Rolls for 
Burroughs Posting 
Machines 


Register Rolls 

Tally Rolls 

Teletype Carbonized 
Rolls 


Rolls for Elliott- 


Addressing Machines 


Special Rolls 


INKED 
RIBBONS 


Stormtex Silk 


Cameo 

American 

Reliance 

Ribbons for Address- 
ograph-Multigraph 

Speedaumat 

Dupligraph, etc., ete. 


H. M. STORMS COMPANY 


Makers of “The Complete Line” of Carbon Papers and Inked Ribbons 


561 GRAND AVE. 


BROOKLYN, N. Y. 


To answer the above ad use QUICKMAIL COUPON No. 19 
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Due to the quality of workmanship, utility of the 
device, the “stand-up-ability” and the all around 
handiness of the machine, plus the mighty fine 

cooperation of NEVA-CLOG dealers, this model 


is the best selling machine in the NEVA-CLOG 
line. 


At its low price of $3.00 for a QUALITY 
machine you receive maximum perform- 
ance for your dollar. Why not ask your 


__Neva-Clog J-30 Stapling Plier _ 


The MACHINE of a THOUSAND fastening uses. 


This little giant of a Stapler will do anything that 
any machine of equal capacity can do. PLUS hun- 
dreds of fastening jobs that can only be accom- 
plished with a Plier-type machine. 


dealer for a sample machine or machines for 
trial use in your office, factory or warehouse. 
You may be able to determine many places 
where you can “fasten things” better, faster, and 
more economically with this handy, efficient 
device. 

Why not get the whole story? It will be well 
worth your while. WRITE US OR ASK YOUR 
NEAREST DEALER FOR DEMONSTRATING 
SAMPLES. Use QUICKMAIL COUPON No.339. 


NEVACLOG PRODUCTS, Inc. 


BRIDGEPORT. CONN. 


Fasten things together/ 
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FIVE-DRAWER I 
FILING made 

easy tor FIVE. & 
UOT GIRLS 


The New Art Metal S-Drawer File is only 5814” 
high with full height (103%” clear) drawers. 


> 


OST FILING is done by girls, most girls are five foot 
five. So the four-drawer file became standard. The obvi- 
ous advantage of the five-drawer file with 25% more filing 
space per square foot of floor space, has been offset until now 
by the fact that it could not be used comfortably, efficiently 
by average feminine filing clerks and stenographers. 
Now Art Metal has solved the problem—with the only Speed-File or Standard Action in 2, 3, 4 and 5-Drawer units 
58'2-inch five-drawer file on the market that provides stand- 
ard (full size) drawers using standard guides, that has the both Speed-File and Standard Action. It is just one more im 
guide tops below the eye level of a five-foot clerk, and that a long list of examples of Art Metal's realistic thinking and 
permits top drawer filing with the upper arm horizontal. progressive designing. 
In this Art Metal five-drawer cabinet height has been saved Here is something that offers true value that buyers cam 
by ingenuity in design —not sacrificing important features such appreciate instantly. Use QUICKMAIL COUPON Ne. 
| as cross rail between drawers, reducing guide rod chan- 12 for illustrated bulletins on the new Art Metal five 
nel depth, or by necessitating guides of special design. 7 Art (Y\etal drawer file in both Speed-File and Standard Models. 
This new Art Metal five-drawer file gives 25% more \ ismitownnewvon 7 ARTMETALCONSTRUCTIONCOMPANY: 
—— Jamestown, New York. 


— 


filing space with no strings to it. It is available with 


Copyright 1939, Art Metal Construction Co, 


Art N\etal 
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